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'FOREWORD 



This publication is one of a series of six publications 
designed to 'provide data pertaining to the performance of 
tasks in specific ^gainful occupations re^laftr^d to home eco- 
nomiirs. These data may be used fn developing appropriate 
objectives anld curricular content for the preparation of 
individuals to entgr the specific occupations studied, 

The six subject areas of home economics for related, ^ 
'oi:cupatlons investigated are a modification of the consumer 
homemaking cluster, which is pneipf the fifteen United States 
OfficiB of Education, cluste)f«. * They include' institutional and 
household maintenanCe^serv'ices,^- child care and development', 
housing and interior design, food service, family and t:om- 
m^unity services, and clothing and apparel services, 

• Each' of €ne s^'x publications ^Dfovixles for its respective 
fiejd a listing of major job categories within the field and 
the functions and tasks required for the job arranged accord- 
^ing to clusters of similar tasks*. 

These publications are available from the State Director, 
Career Education' Division,* Department of Public Instruction^* 
Grimes ^tate^cff f i ce Building, Des Moines, ^I.owa, • 50319/" 
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. ' INTRODUCTION * ' > > ' 

Today eddcators have become more aware of the growing need for 
vocotional oducplLon p'rograiti^ and as a result a large number ol 
vocational courses are being offered. - Although home relaltnl cujmI irnv 
have' developed in relation to- the' Manpower Development Training (\c\. and 
the Vocational hducation 'Act of 1963, there is a Lack of research » 
material pert inent/'lio the development of home related occupations. 
Program content of courses offered in these ar^as ai:e often very 
limited and the amount and type of, training varices acc6rding to 
location. Hopefully by identifying tasks performed in different liome 
related occupations teachers of various training programs can have a 
similar guide to' use as a basis for course content. 

Much emphasis is l^t*ing placed upon the working woman and pr iva-t<* 

household work is one of the major fields* of employmtnit for woiix-d in 

St w . 

the United States. Stat^irftics sho^v nearly 1.8 million household 
workers were employed in 1968 and a greater need is proj?cted in i^tiire 

' / ' • ~ ■ ^^'^ - , • • , 

years. . * , • . 

■y • ■ ' "' 

Major problems faced in home related occupations are the low wages 
a^nd substandard working conditions. These J^actors cause resistance to 
enter such fields and are the reasons .why these occupations are t]\e 
least attractive fields to younc^ workers • However many organizations 
and services are taki<ng a positive .approach to the 'home reJ^Afed ofccu- 
pations and are very intently working to upgrade its name.^ 

Shipley (I968) did research irt three home related occupations; 
homemaker/home health aide, hotel/motel housekeeping aic|e, and the 
nfursing home housekeeping aide. For this study additional occupatior^s 



^were studied and tasks were identified for th^ following occupations: 
executive and supervising housekeepers, custodians, hospital .housekecpi 
<'iiidcs, /\nd residential maids employed by co.mmercial agencies, , . 

f therefore, the objectives of this studj^WrW, '1,) ident if y 'thc^ 
occupations related to institutional and housemild services, 2) .\ 
identify tasks^- performed by employees in insti/tutionai and household 
service occupations in fowa wh^ch require* le^si 
preparation, .3) determine the frequency wit;h wh^ch the tasks were perr-*; 



than baccalaijireate 



formed by the workers, 4) de^termine tasks common jto .the occupations, 
and 5) devise a matrix or similar form which jwouid provide teachers 
with a readily? accessible and easily usable gui<\e for curriculum 



development in institutional and household scj 



^at the local level. 



^ ■ / ■ - METHOD OF PROCEDURE 

' ' ' • • 

IDENTIFICATION OF INSTIJUTIOI^AL AND HOME SERVICE' 

• * OCCUPATIONS ' * ' ^' 

< * • . EXECUTIVE AND" SUPERVISING HOUSEKEEPER 

foaiiprohonsivo I i-st of inst i iht i ona 1 and home* serviro occupationb 
was compihni 1 rnrm ava i labl r rcforcMic^^ and resource^ matc^rials. 'Ih<- 
*execul iva^ housekeeper was one s^ch occupation which was decided to be 
part of this, study. After •some investigation of this occupation-, it * 
was discovered' that there were a variety of titles placed onf these 
employees. To determine if "tho^re were any differences between the titl 
distinctions, it Wafe decided to categorize the workers into two groups': 
executive housekeepers and supervising housekeepers. Executive house- 
Tccepers were' defined as " Certified persons who supervise work ^ctivi'tio 
of cliMiiing- p(M bonneI to insure clean, 'ordoriy, attract i rqoms an 
hotels, liospjtals, and'simifar ostabTi shmonts . " Suporvisincj h<)u%<^- 
kcopors were not ccrtifjod. A third cat(*gory untillec}, hous(?ktM*pi ng 
directors, encompassed miscellaneous titles which were not executive 
or supervising housekeeping titles. 

Task list and response pattern % * 

Before tasks could be described a definition of executive and 
supervising housekeepers had to be determined. By consulting^ available 
resource materials including curriculum guides, occupa-tion^l briefs, 
and the Dictionary of Occupational Titles, a definition was formulatejd. 
These sources were also.us^d to develop a checklist of task^ which 
•these employees might perform on the/ job. All possible tasks were 
listed and' put into questionnaire fojrm. • , 



^ The I^partment^'of Public Instruction was coQsulted for aid in task 
analysis and frequency scales. A five point frequency scale was .deter- • 
^inod. The, respondt'ol ,was provided a space to indicate Ihe i'n-(|a<»ni y 
' with which ho pox formed^ the task on the following five point .scwiv: 

1) I never do this task, 2) I do tliis tasl< onjce a year, '3)' 1 do tlMb 

task once a month, 4) L perforin this.*task onCe^ a week, and 5) 1 perform 

^ * 

this task daily: (see appencjix) " ' * 

A personal descriptive data questionnaire was included with the 
tsask checklist to gain some general information about the characteristics 
of the participants.' Information included in thi,s sheet was: 1) age, 

2) sex, 3) place of * employment , 4) length of employment, 5) education 
and -6) training, for particular occupati6n. 

Content validity assessment ^ ^ . , 

After the questionnaire wasedevelbped it was then chc-cked lor • 
cla^rity, correctness, and comp-J eteness by Iowa State University's 
Director of Housii^g, Mr, Charles F. Frederiksen. 'From this checking 

additional* tasks were added to the quest i6nnaire and some tasks were 

^ * ' / 

-rewo.rded* / 



Pretest 



After the questionnaire was revised,- it was theji administered to 
two executive housekeepers from Drake University in pes Moines, Mr. 
^I|oger Satory and Mr. Maurice Williams; andean executive housekeeper 
• fnom" Methodis-b Hospital in Des Moines, Mr. Donald Bentlrey. Additional 
l^sks were obtained ^fter this pre--?est and minor changes were made in 

^;tthe wording so that the tasks would be more easily understood and 

' «Tf * 
- '^technically correct. 
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Sample selection ancf data collection * ^ 
^ It* was decided to atiminister the questionnairp to executive and 

* supervising housokeejjers in hospitals, hotels, motels', nursing hc^mos , 
And r(^sid(*n('o halls, in Iowa.. A list of forty certified executive* houso 



keepers was obtained from the Iowa chapter of National Ex(K;utiv(» ilouse^ 
keepers A.ssoc'i at i on through ;tfie "copperat ion of Mr. Donald- B*ent ley and 
Miss Agnes Gutmann, active members of the organi2c^^ion. » 

Based on the assumption that larger institutions would most likely. • 
employ supervising housekeepers,' a list wa?6 compiled b?> selecting insti-^ 
tutior\s ^wi^h greater 'than ohe hundred bed size. .The list of nui;sing 



homes of^tT^ category was compiled^ from a publication of , Iowa 1 incensed ■ * 



li/censec 

'nursing homes issued , by the-State Department .of Healthy. A similar list ^ 
' for motels and hotels was available from the North CentrSil TtJu^- I^^ook ^ ' /• \ * 
of the /Xmerican Automobile Assoc iatrion. 

Prom the Education Directory a list of private arfti ^tate colleges 
\ 'was cflUfipiled andothese were then contacted for names ^f their supervising ,3% 
housekeepers. The hospitals and county homes were chosen in the same, 
way as the nursing homes. Names of one hundred bed size or larger were' 

chosen from a state list of h6spitals and state institutions. 

. - • . .-^ ^ . ^ 

The final number invited to participate in this study totaled 158. * ^ . 

f 

When a 'list was^'aompleted, questionnaires were mailed to. prospective ' 
respondents . ^ A cover Aetter which e^xpl^ined th^ study and gave instruc- ^ 
tions'for the -.completion of *the checklists was included along with the 
checklist and a personal data sheet. - . ^ • • ' ^0^^^^ 

Four weeks after the checklists had been mailed, a follow-up Ixrtter'. 

' ' * * . • ' . * 

"^was* mailed. Two weeks^were allotted and thcn^a double post card foJiIdw-' • 

' up was sent, as^ a reminder and to' state reasons why the questionnaire ^ 

had not Ijq^n returned. ' * ^ • ^ a*.,^ * 



After tjie majorilty of the ch^Jcli^tT^ returned, interviews were 

held with one non-respondent in each categol^Sfivto determdne, differences, 
i^" |if^y> iJ<'twoon respondents' and' nonr-rtfepondents- to the study. AM<»r 
di.^|ubStorujwLth the non-rps^ondonts , it d3d not reveal any di M (Moncrs. 
^' Tho^- contacted'' had not i^t^s^onded because of lack of time or misplace-/ 

...ment 'di-'-thV qiSe^st.^^^ \. * , ' . ' 

', ^ ' ' V^' i^/; . ^ . » - r . 

^ k^P±t:^ were :receive<i f fjom, 28::.^i>i:eGu^^^ *56 '^uper- " 

^Jjp/ - Vising housekeeper^, .and 9 housekeeping dir'ect6rs\ Th^ 'response to., this 
^udy 'tesed on the' fin^l invited sample and total returned checklists * 
was 59%. ^ * ' " * ' ' ; • 

r 

. Data analysis * - ^ ^ ' 

• . . • 

The returned ch*Qckl istS-.Xvsfore inspo^toU^for missincj data and hand 
codod for tr^nsfdr'to IBM cards^. At this point, the responses on the 
,^ive point scale were coded as 0) I -never* do this- task, 1) I do this 
t^sk once a year, 2) I do this task once a month,- 3) I do this task once 
a week, 4) I ,dd this task daily. . ' . 

• A frequency count was calculAtfed for the personal descriptive data 
, questionnaire responses. *Xhis information is shown in tfie Appendix/ 

Mean -scores for each task were examined t6 determine ' tasks cpmmon 

. . -.^^ > : 

\\ three occupations and those* unique to Just one; -Teh clusters 

' * * • • , * * 

- were formed after examining the correlation matrix and determining the 

highly intercorrelatfed itera^. The Sgearmart-Brown formula was used to 

test cluster ' reliability aiid thep each cluster's mean score was calcu- 

• * • / ^ < , 

lated .to' determine il 'the. cluster of^tasks was of high or lew mean^ 
. - * ^ ■ - , ' - ^ - , ' * ^ »; -C^^ 

frequency within the occupation^, . . , • 

Because Jbhe final task .clusters are to be used by educators for 

cur riciilunr ^development, some tasks were added to .clusters if their 



confefit was judged to be rationally related to *the correlated it'oms. 

*» • 

which 7 formed the statistically devised clusters. This procedure helped 

- ' • ' • . y ' ' ' ' . 

. •.toCToduce -the number of miscellaneous or non-clustered tasks. v 



Mean scores' for each cluster 



^ p^usters were lasted (see tab.lcs) 



of, tasks were calculated and th6. 
in descending otder of mean scores. 



Within'*tho clusters the tasks were* also arranged in descending or'dtjr 
basoci on me^an scores.. If moan scores were identical the Itom with the 
smaller standard deviation w^ listed first. • ^ / . 



- <i 
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'/ ^'J * ' ' ^ ////;' -^-'^ -^'bl/STODlANS. 



/ ^: • ;f 1hG-Vustqdi^n; WAS a'n' Institutional -and Ilbuseho occupation' 
/ • wlijcji'- had not i)e^ri- stuidied ^pxeyiously . Carpenter ( 1971 ) , 'aftc?/ V- " 
. ' '"^develobatig QjDmp/?,1?enc£;ei''of the throe occupations' .studied $y ishiploy^ 
. . recommended' xyititiisk^ be, devp loped ^n other QccUpat ions^ vi'i\th th<» " 



rGCoinmondati^^if 'the Qepartment of Public Instruction, custodia-ps wer^(> " 
*Lncluded'''ai-p£v^rt' o-f this ^studV. 



s' 7 . 



TaskXlx'fet'. ^rid r,esponsQ/ pattern - 



,^'V^9:^';^,e^^^ ifox^^st^odtt r^esource 

inqiud-xn^*' '^Ur'r^ictvlW^ occunatinnA 1 htH:'*^?;ir-^=r^\ ni^-h'^. 



4: ./-r'' ' 



matexiais 
Dictionary of- 
who teaches ^ 



• - / X'^^^-^^^.^^^'^V^j^ on th^ Jow.a !st^.^ .0n^ was'. '"^ r, 

/^C^V<{>':: . .JChe'se" sources were thon - . / ' T 

tv\S' -\ " develop a checklist 'of ; tasks whiGhr-.eiiipl6yees might' perform oa- ' >- - 

rr/-'-\ -'yvv' ■ '■■■•^V-V'--'' ■ -■ '■■ ■■.-t.V' ' 

*;IV;.-V\. po^iblG tasks were JList^d iand put Intd questionnaire. 



\ 



^"fK^pepartraent of-Pliblic Instruction was- consulted' ^or aid'-'iri ■ 
^■/•- •' \'. .-■tasK.Xna^y^is and ■frequerrcy ^oales . ^Tp keep some'.kirid of continuity 
•/''i;';;' ^-,the sgme" fi^ie pfoint -f^quency scale as~ used' for 'the executive- and 
■i;'^*. :• f> V- AsuperVising Rouse^keepers :^s used for the • custjDd^an . ' -.v- . • -'' • • •■ 



'I'vir'- '' 'A- personai^ "descisipti^e da^ •questi6nnai<re.^waS,.include'd^lh the 

-..".^^^ ■^^^■'^ to_ gain., some general.- information aboirt^ tiie'.fcha racier istiqs V---* 
k: ■ . './..'^of the particijjants. Information included in this 'sheet- was: 1) aae! 
4^; "'/>.-t:^^ ^^.Pj^^H"?^ emplq^^t, 4) length of ,employmeiit,'^ 5) education, 

^/\:kV V>"' j ■ tr^iniii^i^b^^ 



validity ass<?ssment ' , ^ 



, * . . .V, , . / , .x:ompleted checklists^ and que^stionnaires were checked for clarit>{ 
• -AF^ 'f /-^i^d jcoriton^ .valiqjity Gordon Dowell who teaches a custodian^ 

/ / ,^t'*/t-rai:njng* course. le^^conunendat ions' included reWrding of items, 
^ . ^'ifv/ (OmiSi^^ion of items b6caus<^ of datodness , and addition of itonib.. 'I ))e 
(^.-^ y ■// clar I ty * was .n*l so exivmined.by Department of Public Instruction^ 



persohnel and the Iowa ^t^te UQivet'sity blome^^EconOTi^^ 
^^f^.culty who were specialists, in evaluation- and adult, oducat^on. 



/ 



' Ptet'est ; - - ^ , . ' o ' ' - 

After the questionnaire was ' re'vised*^ it was then administered to' 
-two custodians on the Iowa State University campus^ one at Bourns \ 
Manufacturing Company in Ames; and one at Mary Greeley Hos^ital^in l^^' 
Ames. Additional tasks were obtained after this pre-test and minor 
, changes were made in the wording so tjhat' the tasks- would be more easily 
. understood and technically c^orrect. * . ' * 

^ Sample selection and data ^Gollection ^ . ^ 

It was- decided .to administer the questionnaire to custodians in 
hospitals, ^ nursing homes, industries, schools^ and residencS *halls in 
Iowa. Mr.*Dowell recommended we use the Iowa Custodian Association 
list to draw the sample. All'of^.the above, institutions were represented 
in. this list, l?ut there was no way of knowing the proportion in each 
^categorjjij* However, the final results revealed a greater majority of ^ 
school custodians. FoV the final number inVited to participate in 
,this'y:udy 200 names we^jj^ randomly chosen-Hfrpra-.this list. 

/ • ' * J ■ \V ' * . 

When a list was comp^leted^ questionnaires were:' mailed to prospective 
^..^respo^lfeits. A cover ^lettei^ which e:>q^lained the study and gave 
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\ 



lO" 



instructions for tho completion of the checklists, was includoa /iLoncj 
With the checklist and a personal data sheet. 

^^^^ ^^^^^ after the checjkli&ts had been mailed, a follow-up letter 
• ' - 

Avas mailed: Two weeks were allotted and then a double post card follow- 
• ' J , * ' , 

^^ujp was sent as -a reminder ajid to state reasons wllV the questionnaire 

had not^been returned; • * \ 

' " . ' , ' - ^ 

After the majority of the checklists were returned, interviews ^were 

* 

tie Id^ with a ngnr-respondent to determine differences, if Siny, between 
non-respondents and respondents to the study. After discussion, it did 
no^t reveal any differences*. t 



Replies wete Ufeceived f-rom 130 custodians.^ The response to thi^- 
study based on th^. final invited participants and total xetUrned 
checklists was 65%^ • 



Qata analysis 



The returned cheSklistsl were inspected for missing data 'and hand 
coded for transfer to 'IBM, cards. At this point, the responses on the 
five point scale were coded! as 0) I never do this task, 1) iNio this 
task once a year, 2) i do this task orice a, month, 3) I do this task bnce 
a week, 4) I' do this tksk daily. • 

A frequency count xyas calculated hsi the personal descriptive data • 
' ' . . ' ' . . • . 

questionnaire responses and this information is shown in the Appendix. 

Eight clusters were formed after examining the correlation matrix ^ 
and determining the highly intercor related items. The Spearman-Brown \ 
foSrmula was used to tef&t cluster reliability and then each clufcter's 
meait sqore was calculated to determine if the cluster of tasks was ox^ 
high or low mean frequenqy within the occupation. A ninth .cluster was 
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formed on ^rational basis from the miscellineous non-clustered items, 
6ther tasks were also added* bV this method to the stat Tstically derived V 
clusters, ' " , ^ 

Mean scores for each cluster of tasks were calculated a^d tho 

^ i* ^ , , 
clustors^vero listed (see tabJcs) in descending ordc^r of mcan^scoros, 

/ 

Within clustors tho tasks were also arranged in descending prdc-r basod 
on moan scores. If mean scores were* identical the item with the 
smaller standard deviation was listed first. ' 
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Homemaker/Home Health Aide, 
ilotel/Mot el' Housekeeping Aide and 
Niy-s,ing Home Hbusekeopi ng Aide* " , 

A, study by Shipley (1967) determined, tasks performed by employeey- 

in home related occupations: hotel/i^tel housekeepi^ ^ide, 'nursing home 

housekeeping aide, and a rel^ited occupation,^ homemaker/Oiome health aide. 

* ^ « ' ' * ,» ' 

The thr^e occupations were studied together because, of the commonality 

of housekeeping tasks and were the, first three occupations related to 

institutional %nd ybusehold Servic;^^ occupatidns for, which a task analysis 

Was completed, | * > . ^ 

Task list »nd response pattern* * . . 

* 

Shipley developed gifts' of tasks performed by personnel in ,the three 

occupations using curriculum guides, occupatipnal briefs, manuals lor 

^ ' • * ^ ' •* 

employees, and current books and periodicals; ' ,Tasks for each of 'the 

three occupations were grouped according t<^ the following i^jor job 

functions: 1) food preparation, 2) housecieaning, 3) laundry and. 

<:lothing,, 4) personal cafe of child^ren,- 5) personal care of adults-, 6) 

management of resources, ^ ' . , ' 

0 

The task response pattern was developed for a four point scale and ' 
was checked as follows: i) I never do this task; 2) i^sometimes do this 
.task; 3) I frequently do this task; 4) I always do this,- task, 

A personal data questionnaire was also, developed to accompany the 
\hecklist: to determine characteristics of the respondents, Charac- 
teristics atwglfyed include: age, marital status, educational level, 

' I 

and amount of training, , . ' 



13 > . 

Content validity assc^ssmc^nt '"^^"'^ 

Compietcd' task lists were checked for clarity, correctness, and 
completeness by I,S«U« Hoifie Economics faculty who were specialists in 
^ood and Nutrition, Household Equ4j)ment, Child Development, Institution 
Management, and Hjjwne Economics Education. As a result, addxtxonal* tasks 
were added, some tasks were reworded, and others were moved from one area, 

- ■ \ 

of function to another. In orde^^ to provide a more inclusive rj^nge of 
tasks,', the area of food preparation was c>aj^ged to jfood production and^ 
the area of housecleaning be^me maintenance and care of equipment, home, 
or furnishings. . / * ^ 

A specialist xn job analysxs from Ihi^ustrxal Bngxneerxng was con- 
siflted concerning the ability of 'the propgsed cnepklist to be discrimi- 
nating Iq the analysis of /tasks performed by employees. On his recom- 
. mendation, titles of job functions were di/opped and the tasks of the ' 
'three occupations wer'e scrambled into l>ne ch^cklis^t of 125 tasks. 



Pretest 



' The questionnaire vas pretested with a total of 11 employers and, 
employees in two nursing homes, one hotel^^^^^nd one homemaker/home health 
aide service center. Corrections were made for clarity and completeness. 
Sotne items were combined; other xtems were omxtted. The response pattern 
was changed from a four 'point- to a three ^oint scale because of the ina- 
bility of respondents tp discriminate between the second and third . ^ 
points. Tfte resulting scale t^as scored ais follows: 1) I* never do this , 



task; 2) I sometim^ "do this task; #3) I ^ways do this task. 

f% The revised ins4>3fument included* a personal d^ta questionnaire and 
a, checklist consisting of 108 individual tasks. In prder to insure 




majiimum- usable returns^ the* questionnaire and chec/klist - were personally 
'adminis tiered. ■ I ' 



Samplb selection and data coll ection ' i - . 

'• T f T ■ • I ^ 

Since the number of homemaker/home health aide service centers in 

.' ' ' i 
Iowa was limited, Shipley based the sample selection for the throe 

•'occupatione on vtheso centers. She randomly selehted six 'center^ .from 

the list of homemak^r services.,; Nursing homes Jith/n these six areas 

were compiled f^om the list of licensed nursing homes iissued by the 

Iowa State Department of Health., A listing of motels and hotels within 

these areas was compiled from the membership lasts df the Iowa Hotel . 

and Motor' Inn Association and f;:om the North /Central Tour Book of the 

^ ! / ' - 

American Automobile Association, Nursing l>bmes and hotels and motels - 

. ^ ^ ^ '/ ' . 

were randomly selected from each of \he six identified areas, ^ , 

/ * / * ' > ' » ' 

Homemaker/home health aides were r^cndomly serected from the^ list ' 

^' . ' ^ ^ / - . ' ' 

of aides ,at eadh' center. Hotel/motel housekeeping aides and nursing . 

home housekeeping aides- for the sample were selected by managers of ' 

th^ establishmeijts, , . / . ' 

^^^^ •/ ^ 

The questionnaire and checklist wer^, personally administered to 87 

employees in the three occupations. This number 'included 29 horifemaker/ 

home Wealth aides, ^26 hotel/moter housekeeping aid&s, and 32 nursing 

.* 

home housekeeping aides; all interviews resulted in usable questionnaires 

V' 

Data analysis " . ' . 

* 

j Each questionnaire ,Vas coded for computation,, i.e., a response of 
■ \ • . . . • , ■ ' ' ■ • 

1 ntever do thxs task was coded I sometimes do this task, 2; an<3.1 ' 

always do this task, 3. ^ ' ' 



'A* 108 X 108 ^pcioled within* correlation matrix was eomputed« The 
variable useJ- as /^he basis on -which the correlation matrix was pooled 
was thQ "^occupational; category. The task matrix was computed losing this 
proeedtire to Eliminate the ^effect of each specific occupation on job 
clus?tcrs, /' *^ ^ . , • ' " . ^ 

The 'tqk'sk. correlation matrix was inspected to determine job clusters 

/ r c ? \' • • • ' ^ 

Two crite^;f:ia wexfe used to establish clusters: 

* " ' 1.) /Irtems had, int.^r-correlation coef f ^.cients of at least .35 with 

«^ / ' , <^ . 

mo3*t Qther items. • . . . • ' 

I ^ ' 

/2) Items * in clusters described major -jot) functions,' • . 
As a re5sul-t Shipley derive^ six clusters composed of 60 items; 
re remaining 48' items wete, not assigned to clustei^s^ Four of Shipley's 
cluster^ we^ etssent lal.iy retained for this report, but items which ap- 
peared to represent these major job functions were added ta the clusters 



# - ; b ' 
Item§ m two clusters - and 42 6f the 48 non-clustering, items were r2F- 

grouped to. obtain ^reatei; con§istency with task clus-ters defined for- , 

the custodian, 'the hospital housekeeping aide, and the residential msii^. 



Mfean scores for clusters and items within clusters weye computed/ 
' . ' ' p „ . . ' , ^ I 

. ' . * / 

Clusters were* arrayed by cluster mean score from those dpne most often 

^ . - ' ■ < ' I 

to those done least .often. Tasks were arrayed within eacl^ job function 

4/ ^ \ . ,v- ' / : 

eans from -those taslcs done most frequently t;o ^ 

. ^ i ' . . . ^y ' ' * ' , ' k 

those /c^one lea^ frequently. I,^* tasks 'within a job function represented 
a logical WorK'' progress}.on pa^^iern, tasks were arranged sequentially and 
the cluster was , marked to 'lri,dicate* the basi^ Tfor task array,. 

a 

• The<,foup ta'^ clus^^rs were:- 'provisions for safety, care of ill . 

and disaSbled adults, chti'ld care, and food production. 

* ' * , / * . , ' . 

^The* househol'*^ ^maintenance and the general housekeeping task 'cluste 
were regrouped ir^^too^^ related to inspecfion, maintenance, and 

sanitatiori of physi'cal facilities, . ' . ^ ^ 



1 * 

> 



^Hospital Housekeeping Aide 



- tKo hosp/taJ housokoopihg,-aide was an. Insti tatioixal *and llou^ohoJd 
Sorvico dc.cW,at i.c5n which- had not beeh studied prcwdouhly. ( afpontcr 
(4.^>7l), »aiyer dc>vo.lopLng coinpd^oj)cie& of the throe occupations sludi*><t 
.by Shipley;, rccommonded that task* be developed ' i n oth(.r(occ;upat i <j^s ^ 
A/itVin this ifrea and specifically suggested thb hospital housokcc>pi ng 



w 

.1 

a \<\o. 
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,yask list and response pattern * U |j 

A task lisft for hospiival housekeeping aides was developed using 
the Dictionary of Occupational Titles (1965), curriculum guides, current 
books ancj^eraodicals. The two curriculum guide^ psed were: Being a. 
Housekeeping Aide (Hospital Education and Trust, 1967) and Course 
Description and, Teaching Materials for a Preparatory. Program for 
■ . Hospital Housekeeping Aides (Henry , 1968) . 
^ , Tasks were grouped -intcJ a checkl Ut- under nine major headings 

including: basic cleaning procedures, \care and upkeep of equipment, 

i 

cleaning patient units, discharge units, isolation' units ,^laundry,'^ 
pest control, responsibilities in food service, ' and safety . The purl 
pose of the grouping was to gi^ the- tasks a logical ordef and to allow 
''ease dn^reading and responding. A separate checklist of areas cleaned • 
was, included before the list of tasks in order to study major areas 

'/y 

' that the hospital housekeeping aide cleaned, 

^ \ . - . 

The task response pattern was .^developed on a five point scale to ' 

indicate relative frequency of performance.' Similar Response pat- 

= terns were used fo^ both the task checklist and" the areas checklist. 

The response pattern was: 1) I never do this task; 2, I do this task 



>V ^. 
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at' U-abt once a year; i, I do this task at least onco a month; 4, I 

do th'isjAasTc at least once a week; 5) I do this task daily. 'Minor' 

va'ri.ilLoiib weO: made in the wording of the areas -oJ' c learning response 

p.-\ltcrn: 1) 1 never clean this area;^) I clean this ivrea ,vt least 

once a year; '5) l clean this area at I'east once a month; 4) 1 <rleaii 

thib aroa at loast^onco a week; 5) I eleanytnis area daily. 

* i * * { 

; In older to determine biographical chkracteristics of tho respond 

ont^s, a'^ personal 'data questionnaire was developed to accompany the 
checklists. The biographical questionnaire reiiuested personal ' i nfor- 
mation inc/luding: marital |tatus, age, educational background, ' 
specialized training for \he occupation, 'length of training, Length of 
employm^'^t , and number of hours worked per week, 

^ An instruction sheet for the^ hospital housekeeping aide was 
devised as a cover sheet for the questionnaire.. The instruction sheet 
contained directions for respondihg to 1[h^ biographical questionnaire, 
areas checkli^^fT^and task checklist;. JAdditional directions were pro- 
vided for listing other items not included on^the questionnaire. , - * 

^ Hence, the pretest, form of the instrument included four parts 'in 
the following order: instruction shee.t, personal data questionnaire, 
areas cleaned checklist, and tasks checkiis't, . ^ ^ 

• ^ Th^<?e copiiJ of the questionnaire and checklists were to be sent 
to the executive -housekeeper (if the name was known) or tl;>^^adminis- 
trator of each^Jhospital in the iAvitecj^ample . ^ letter-, of trans^, 
mittal was' designed to. explain the purpose of thfe'fs'tiidy and to explain 
the procedure f or ^he distribution and return of the questionnaires. 
The letter concluded by expressing appreciation to the hospital 
and Its housekeeping staff for their participation in the- styidy. < 



Contont vAl idjty assc?ssment 



" Completed checklists and questionnaire were checked fpx clarity 
and contonj- validity by a huospital executive hou9okoop(M who suixm- 
visod hospital housekt^oping aides. Reconunendations included k'wokIukj 
of Ttems, ommission of items because of datqdness, ahd addition of 
Items. The clarity was also examined, by Department of Public Instruc- 
"tipn personnel and Iowa State University Home Econom^s Education 
faculty who were specialists in' evaluation and adult education. The 
major change as a result^ of their suggestion was allowing space at 
.the end of each major task heading f.or:otfeer tasks not listed. 

Pretest * ' ' . * , - . 

, The instrument was pretested with 21 aides from four hospitals in 

Ames and nearby communities. As a I'esult of the respondents having 

difficulty in responding to the five point response pattern, farther , 

clarification a^ to categorizing tasks which were Hone ''as needed'' or 

"as requested" was included on the diifection sheet. ' No other major 

changes we rev m^de. . v ' i 

In pfretesting, 'it v\^i^ found thAt* hospital housekeeping aides may 

have generals housekeepinjg duties or specialized duties (such as bed- 

making or surgical housekeeping). Sirjce the checklists were designed 

-' ^ - ' 

for general hospital housekeeping aides, it was necessary that the 

» ' 1 ' ' 

respondents be general housekeepers. As a result, instructions f'or 

distributing questionnaires 1?o housekeeping aides specifically requests 

that the respoj^den^s be general housekeepers. In a^ddition, an item 

was included on the.persohaljipata qu^tionnaire requesting} the respond- 



ent to describe her 6ccup^tional responsibilities* The purpose of thi< 
item was^:to .further eliminate specialized housekeeper^ from the data 



producing sample. / 
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Satnplc >olGction and data collection 



owa Stat(> Dopartmont of Health's listing of hospitals ( 1^)70) '> 

w,\-> \x^v\\ (Or sc^!(>ct i ncj, hospi tals across th<> stlit(>. sinrt* tasks^oT 

hospitcxL housokcH'pLncj aides might vary -Recording to the bi/A* -the / 

hospital, hob.p i ta 1 i:>. wore divided arbitrarily by hospirtaJ bod sizr 

(und^-r 50 Leds , 50 to iOO bcd<5,*and over 100 beds). A randoro sample 

of 75 hospitals ,(25Ywit)nn each size category) wa^ drawn. Threo 

quest Lonnaif'es were sent tp the executive hous^iceeper (if the name was - 

• kriown) or- the administrator of each hospital^for distribution to'' 

three housekeeping aides, • \ ■ ' . " 

Of the 225 questionnai reS mailed,' 150 questionnaitt^s were returned; 

y \ - ' ' ' 

this was a response, rate of 66.6%. Of these, 10 were blank; an accom- 
■panying note indicated tl;jat the hospital had fewer than thref houso- 
keeping aides and for this reason^ tR'e questio^nnai res were returned ^ 
unused. Forty-two (jues t lohnai res wore judged unsuitaKle^^^ cqmputa- ' 
tion because greater than five per cent, of the items were irrqpmpl<etcn 
Three questionnaires were completed by specialized housfekeeper^a^id 
were tjierefore o;nit ted' from the study. Three questionnaires were ' * 

returned too late. The remaining 92 questionnaires were judged usable T 

• f ■ . ^ 

fox the. Study; these questionnaires represents responses from the , * 

thr^e hospital -bed size * categories :* under 60 beds, 18 responses; 50 

to iOj3 beds, 32 responses; and over 100 beds, 42 responses. \ ^/ ^ 

t)ata analysis • ^ * , . 

A coding plan for the biographical characteristics of the respond- 
ents was developed and the responses were coded. Frequency 'counts were 
' computed foj: each of tj>he characteristics. ' , ^ 
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Responses to the area cleaned checklist and'task matrix were 
coded Accfer4ing to ,tho following planr 0, I nevor da. this task; 1, I 
^ . do t^iis task at loaNt onco a-^'^V; 2, I do this, task at loabt unco' a 
month; i, J do tWs'.task at least once a, week; 4, j 'do .this task 
daily. Responses wer^ coded by'this procedure -so that a ^cro wourd 
indicate that the task was never done,- * ^ "^v^ , 

, A 105 X 105 pooled within correlation matrix was computed; .the 
\^ariable used as th^ basis' on which the correlation matrix was poolcil 

wa>vhospital bed size, ^he task matrix was computed, using this 
. procedu'l^^e to eliminate the effect of hospital size on job clusters; 

, The task correlation matrix was inspected to determine job clust<?rs 
-or functions. These criteria were used to establish clusters: 

. ' \ tasks correlated v/i'th each' ofher ^at ux beyond ^.40; — — 

2)^ tasks grouped together represented a unique job function* 
Tasks which did not cluster b^t which judgmental ly appeared to repi^esent 
>^ a ta$k cluster were added to that task cluster. Groups of tasks which ^ 
^ represented a major ^job task but which did not dustier were grouped 
* . together. ^ ' . % . ^ • -^Hl^ 

Mean scores for cluf3teri|^as well, as for each item within the " 
cluster were computed. Clusters, 'were arrayed -by clusteT mean scores , 

■ - . t , .■ , / • 

'from those done most often to ihose 'done leasn: often. Further, tasks 

I ^ ' - , . ^ 

were array'fed within each job function' on^th^ basis/df $ask meecns from ' 
those tasks done most qj^ten to those rdone lekst of^enT^ -The hierchical 
ordering of \t4sks within job functions was -no^"">^ft>llowedh if tasks within 

.a joo function^ represented some logical work progression pattern. In^ 

t " ^ * * i' * 

^ this case, tasks were arraftgc^d sequentially apd the -cj-uster marked* to" 

indicat'e the^ basis for the task array.' 4^ 

■ m . > 

f 
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Residential Maid Employed By a Commercia 
The sixth* occupation studied within the 




Insfit^l&.^ohal-and-'Hqstt^,- ' \\'- 



hold Service occupation cluster .was the resi4ept;^|il',':mafid employed by , • ^ 
a comincrci.vl agency". The demand for the rosidcjfryfd"ali:%id is growi^ig,^ 

t * ' i ; " ' , ' ' ■ , ' 

as,, more women onlcr Iho world of work and del^Qctto housekeeping . .\y>^ y 

' V. -^^-^ : '* ' : *'//7 

responsibilities outside the home. Commercial 'e&>tablishments rat-x-rng^ . 
as employment agencies for maids\are increasiiig in popular itv^'^and 

number in other states. Becau^^ of this grgrwth, ,a study: -was undertaker^ 

' \ - A . . '^<^ ^ 

tp) determine tasks per formed \by , -^^^e^xesidential *m£tid^^^ by a ^ ^ / /. 

. ^ . , . ■•• ./ V -..r;, : ' ■ - - ' ^' 

commercial agency. * I v \ r 

* "' \' ■- ' . •/ — ^ " • / 



Task list and response, pa^.iei^n -^v^ f'/ ' • ^ ' 

A task list~^o^^thJ^^s^erft^^ 
.agency was asscnjALlJ^djlpt sind observation. An 

owner-operator og--^-n Ara^^.maid''s9rVLce agency was Interviewed for 



2;l<:r^J<:^,i':^^''^^^A^ ^^^^,.^C^£^^^ residential maids 



background, informatib^iVt^^ttt^ this 'pCciKgn: 



were later ^observed in twd%^Siiac^K^^ situations. A related' 
curricUlum guide and cur rerit^ip^iodidaJ^s**, were also used to construct 
a task list for tliis occupa^fc^n;^^: Task^Y^£r;e ca:tegorized and 

placed under major headings i^rXdl^i^y |^n& cqfitin\iity. I. , ^ 




of pe 

this task; 2) I do this task at least bn'cfe .aV'3?ekrf;' 3,) I- do this-'?:^sk ' 

at- least once a month; 4) I do this task;^^ ieasij' oflf^e; ai' week ; 5) ^^^(3«| ' l_ 

\ ' - ' . . ■ ' .■'''! • ■.• ■ 

this task daily. ■ "■' • 'v'" ^ . •, j 

A personal** data quesitjit>nnaire was develppecF to< indicate . bio- : i ^ / 

graphical characteristics of the J.esident^wi'^ma inf ormatigi| \ " - 

included: age, mairrtal s^^^us^* tr.aining. ' ^ * ' • /; ' / 



\'^^' ■'S^*^*^'"^'^^ for the residential maid was,.. devised as a 

;;Cq<!:er^ sheet for the quesrtionnaire.: The ^instruction sheet contained 

• . ' ' . ^ I 

/.-V ^^^^CKitions for -responding to the biographical questiopnai ro and 
* *'* ' ,^ • * / . • * , 

"fask checklist, 'Additional directions were provided i'or ILstinn othoj 
•Htems not iricludoji on the questionnaire. ' , , , 

DPI personnel analyzed the checklist for clarit^fand possible:' 



suggestions for additional items. Suggestions for change included 
n^ ^^tems, and claf if ic^t'ion of wording. The DPI also li^cominended 




includiog-^a checklist of areas cleaned by the residential maid. A 
checklist of areas cl^a^ped was developed includiri^f rooms or areas 



such as the^^\)ing ro<5m,;^atio, garage. A five poi^nt scale was used: 
I) J.--nei^ex:=^^^n this are^r 2>.T clean thi^\^area' at 'least onae a year; , 




Home Ecohomics- Eiui^^'^iOT^ who were specialists in^oval- 



uatioh and adult educatiort "-recoiratended further changes ""ihcluiiing 
addition of items arid rewording- of-vitems/ ' 

. . " .'vH--: ' ; ;■ 

The content and clarity of the qiu^stionnaire and checklist "^V^ 
were assessed by thp-tivmer-opera^tor ^c^^the residential maid agency 



previously mentioned. At her recomme^^tion, additional items .were 



added and^ o'ther items were reworded. 



^ 'v . ^ revised questionnaire included fQur parts in t^e following 
>^ » •* ^ ^ ' * . ^ : «^ /" - 

, * >^\v 9f^^* ins4:ructii6n sheet, biographical questionnaire, areas cleaned 

' V ">\ checklist, and tasks checklist. 

' * Sample .selection and data collection ' . r. ' 

\ ' , ; "^^^ ^ ^ ' 

y >'v Several procedures were undertaken*, to^i(ientij^y piaid ser-vi'ce 

J^encies in Iowa. Phone directories ffi^'the larger Iowa cbmrauhi^ties t 
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wero bcarched. Area oxtcrfsion home economists were tciephonod in an 

cl'fort to, identify^ maid sei;^cc? agencies in their re*spe<2tavc areas. 

Lolterb 'were sent to 17^Chambers of Commerce and. two Better i^usi ncss 

Bureaus in the 15 Iowa cities over 25,000 and the two noighboring 

cities oi/Moline, Illinois and Omaha, Nebraska, Moline wa^ i-nciudod 

because of the likelihood of service^fo., the; davenport area;.OmaWa 

>^because of p*otential service t^o the Council' Bluffs area. 
« _ * >• < 

The namGS\ of six agencies were obtained. Of the s*ix, onlV three 

were in operation at the time of -the study. TWe remaining th^eo Wetc 

contacted by phone; two agreed to' participate in the study. 

Forty questionnaires were sent to the two agencies. T)^enty 

questionnaires were returned with 18 usable responses. . Twcj| questiofiT 

nm'ror n^oro i-nmpic^i-oH i nr ] ^r<=>rt Iv and therefore were disca 



Data Analysis ' ' ^ \^ 

A. coding plan for the biographical characteristics of the respond- 
ents was developed and the responses were^ coded. Frequency counts^ were 
computed for each of the. characte^j^xcs . ' ^ ; 

Responses to the areas j^leaned ch^klist and the \ask matrix^were 
c^ded according to the fjbilowing pl^n: 0, ^T^ever do this task; .1, 1 
do this task at Ip^^s^t^^once a year; 2, I do this task at least once a 
month'; 3, I do this task at least once Ta week; 4/ I do t^is task daily.. 
Responses were cdded.by this, pfcoedure) so that^zero would indicate that 
the task was never*-. -ddffe*^<;;;f * ... 

■ ^"m^^^' ■ ... - 

since 18 xe^&in^d were ob-tained from the residential maids, 
clusters were establislied judgmdhtally. l^^skW^ Were inspected to 
determine major job^ fupctions and theh the tasks were-^judgmentally 

•assigned to clusters. * i 

^ .-^ . 



2k'- 



ClusterXmean- scores and task mfean scores were computed; Clusters ^ 
wore presented t>)^'the frequency with which the Job funfct ions'lvore j)or- 
formocL Tasks within jofir'x^lusters were arrayed either on the: basis 
of moan scores from those most ^f-requently performed t.o thb«ic> jjlNist 
frequently performed, or by logical order of performances 



4. 
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. . TASK CF.USTFiRS BY INDIVIDUAL (X:CUPATIONS 

♦ 

Tn this section, one-way matrices for each occupation within the 
Institutional ^nd Househol'd Service clus'^;er are presented. Matrices 
for tho foljLowing occupations are rej!>orted: executive, housekeepor , 
cu^to^ian, homemaker/home health aide, hotel/motel housekeepina aide, 
nursing home housekeeping aide, hospital housekeeping aide, and 
residential maid. , ■ ' 

Fpr each occdj^ation, task clusters are presented verticaJUy by ^ 

^- ' " 

'% , . ■ • • 

overall mean frequency of performance. Tasks within clusters are 



arrayed by mean. frequency irom those performed most often to those 



, performed least often^ The hierarchical ordering of tasks within 
clusters was nat fallowed if tasks within a job function represented , 

some logical - work -p rogression. — I n this e as e, tasks we r ^ arranged — 

sequentially -and the. cluster marked to indicate' the basis for task 
array. . 

For the occupations o:^.executive housekeeper, custodian, hospital 

^housekeeping aide, and the residential maid which are reported on a five 
point scale, the frequency of task performance is indicated by the fol- 
lowing symbol^^ .A, the task has a mean s'core of 34,00 tO'4.0p which 
suggests the task is performed at least several times a week; B, the 



.i:a^k^'lias a mean, score 6f 2..00 to 2.'99 which suggests the task is^er 
formed several times a months C, the tAsk has ^a- mean score, of 1.00 to 

■ " . \ . . 

1.99 which indicates the task is performed several times a year; D, 
the ta^k has a mean score of .01 to .99 which suggests the task is 
[performed less than once a* year; ^he task has a mean score* of ^00^ 
which, suggests that the tajsk is never done.. * . , 



.26 . • . 

For the' occMpations of homeraaker/home health aide, hotel/motel 
housekeeping aide, and nursing home housekeeping aide which are reported 
.on a three point scale, the scale was- divided so that the nuiiicrical . 
divisiohs are essentially equivalent to the above divisions 'based on 
frequency of performance. The frequency of task performance is indi- 
cated as follows:,- A, the task has a mean^ score of 2.3a to 3. Op wnich 
suggests that, t^ task xs performed several times a week; the task 
r has a mean score of 1.90 to 2.29 which suggests that the task is per- 
formed^ several times a month; C, the task has a mean score of 1.50 to 
1.89 which suggest^s that *the task is performed several times a year; 
D, the task has a mean score of 1.01 to. 1,49^ which suggests that the 
task ^is performed less' than once a year; the task has a mean score 
of 1.00 whaTch indicates that the- task is never done. 



Inspection- of' the task clusters oi the executive housekeepers 
reveals that 'clust^rs, \j;iousekeeping pfocedures (mean 'score: 3.09,) 'and 
planning procfedures (mean score: 3.01) were most frequently ji)erformed. 
Clusters safety and sanitation (mean score: '2. 78) and training (mean 
score: 2.65), were also often performed. The. cluster least perfo-rmed 
was linen procedures (mean score; 1.27). , 

In examining clusters of the. supervising housekeeper the cluster 

planni^ng procedures (mean, score: 3.12) was most of t^n performed. 

♦ 

Hoi.isekeeping procedures (mean score: 3.04) was second in frequency. 
The cluster least often p.erformed* was linen jprocedure^ (mea^n score: 
, 1.33). ' ' . 

ExaiminaxiiOn of the housekeeping director clusters revealed that 



housekeeping procedures (mean score: 2.63) was the most often performed. 
Safety ^nd ^anit^tion. (mean score: 2.61) was also peirformed ofteni 
The lea^t perform'ed* cluster was linen procedures^ (mean score*; ,63). 

ERIC I , . 1." m . " . • 
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Inspection of the task clusters of the homemaker/home health aid©^ 

f 

reveals that tv^ clusters, maintenance of kitchen and food production, 
were most frequently done (mean '*scores': 2.21). 'Two other clusters, 
provisions for ''safety (mean score': 2.18) and care of ill and disabled 
adults (mean score: 2.15), were*albO often done. On the other hand, 
tasks related to inspection of physical facilities (mean score: 1.34) 
were least often performed. V,. * a , ] 

Bxamination of the task clusters of the hotel/motel housekeeping 
aide shows that the cluster labeled replacement of linens (m^'n score: 
2.71) was- most frequently performedsr Another task cluster, inspection 
of physical faci I it ies - (mean score: 2:64), was also often done. Three 
clusters represented tasks which were seldS^m, if ever, performed: care 



of ill and disabled adults (jnean frequency Iscore: 1.09) , food produc- 

> — — . — ■ ^ 1 I " 

tipri'(l*07), and child care (1.02). „ '\ 

' ^ In examining task clustiers of the nursing home hOusekeepiilg aide, 

the idW^ster labeled performance of general cleaning tasks'" (2.31) was 

* * - i * • 

t 

most . f requentLy done. However, tasks related to maintenance of kitchen 
(lj.35.) and. chil<|f care (1.12) were seldom p|frf C)rmed^;\ ^ 



"Examination of the one way matrix of ftask cluste.i:s of the 

hospital housekeeping aide shows that the Cluster management of equip- 

t ' • ' • • ' • ' 

ment and supplies (3.41) was most frequently performed. , Tasks related 

to laundry procedures (.34) were least often performed. , 

Inspection of the one way matrix of task cluster of tne^^ res^identi 

maid show that the cluster management of ^^equipment and supplies (mean- 

frequency s'9©re: 3.44) \\jas most frequently f)erformed. On, the otheij 

/•thandv 'the cluster labeled duties outsicfe tjae house. (.90) was least 

^ ' ^\ ^ t ^ \ • . 

'/ frequently performed. . L , * V^.i.«: :l'X'>^^ 
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TASKS PERFOI^MED BY^ EXECUTIVE HdUSEKEEPERS ARRANGED IN CLU3i^E^R§ 

Task CLubt^ers . ^ ^ . Performance Iv'ate of Tasks^ 

(arrang^^d in dc^scc^nding ordor 

of mean frequency scores) v i 



A.^ Housekeeping Procedures 



Makes memorandum of work and repairs 

to be done /\ 
Recommends fieeded improvements ' and • 

repairs ^^-^ ^ ^ 

Inspects and reports damages and missing 

items . . , A 

Keep supplies in storeroom or cfpset 

organized and accessible A 
Maintains adequate stocks of suppl'ies 

and equipment ^ ' f3 

Distributes supj^ies and equipment ' B 



B. Planni-ng Procedures* 



J 



Inspeqis- y^oik of perj^ons .undgr "jsup e rv ireiofi — A II — , ^ 

"FleTps^To coordiliate housekeeping ^ 

activities with the total operation of ^ 

the institution • ' " A 

Assigns ^reas of* work for each employee A ^ 

Plans work schedules for employees .A 

:-Schedules working hours for all. house- ^ • . 

, , keeping eifeployees' , ' ' A 

Sets* up procedure's and sta^ndards for ^ , ^ ' \ ^ 

' jobs to be done . . B ' t, ^ 

Revise housekeeping procedures to • 

improve efficiency \ B, L 



Safety^and Sanitation 

5 



Inspects public spaces for .cleanliness 

and ord^r * A. 

Examines H reports of improper cleaning 

and visually inspects area in question A. 
Works with Iffitminislrafion in meeting 
standards/requirements regarding safety- 
sanitation * ^ ^ B 
Explain s^afety progjpam * to ei^jg^Loyees ' B 
Interprets . sanitation code used in the area B 
Gonduct ongoing program in pest control B 



A indicates a task which is performed several times a v/eek^ B 
, a task which is performed several' times a month; C a task which is per- 
formed several times a year; and D a^ .l^ask which i^ performed less than 
r-ni^' once a year. , 1 

ERJC . . i 
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Executive Housekeeper Tasks 



^^Taftk (Musto4^s ' * Porforinanco U\-\to of Tasks 

. (.u rangcd In doscft^ndi ncj- ordor , 

of moian. f roquency scor(?s) . * 



Personnel Maria9ement''>^ 



Se^s that- employees ^re dressed "neatly , 
and attractively in clean-well fitted # 
uniforms ^ . 

^investigates complaints made by sta^f , A 

^ Assists in resolving complaints* regarding 

housekeeping services or equipment ^ A 
Maintains records 'of the housekeeping 
department * » . • , . 

. 'Assists *in resoJLving guest bomplaints 

about rooms or service . .A 
^ Explains new policies br progratns to 
^l^supervisors^. and/of employee^ • ' \ ' ^ 
ifi^nes clear lines of authority for 



-•t'^orkers ' 

ProvjLdes special anstructipns tjo meet 

change of, policies or^ emergencieiS * ' • B, 

Sets up payroll for, employees ^ 

"supervised . C 

responds with ,)^ersons , in similar 

positions and attends seminars- 

• meetings to maintain and improve ' ¥ _ 

. • » t^echhdj^AJL^and managerial ^abilities ^ C ^ 

.Prepares budg^t^for housekee^^(cng 

^ expenses. ' ' . 

. . ' 1 ^ ' --^ ' J • 
" \ E., Training \ - • 

Explains alnd demons^rsttg^ housekeeping • ' , * — ^ 

tasks to empT^pVeesjind^idually * B ^ * ^ ^ 

IflstruQts employees dn jojj^'ln new pfocedures ^ ' ^ ^ 

. ^ ^ and the use of new^equipment ^ B > • 

« ' * ^ ' ^ ' * . \'' 

p. Reporting to Manager.; ' . - , ^ ' 

Forwards supplies ^and material^'* ^ . ^ ^ 

" reaiiisitions to manager or' purchasing* ; . 

^ - • B • ' . ^ 

agent ' ^ ^ . ^ s , * 

Make regular reports to th\^ tnanagement . on - 

progress, of tlie (^epartnient 

Maintains and submits work^repprts to 



"^manager ' ^ 



B 
B 
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* ' * T«-\sk CI uster<;^ 

(arranged in dosronding order 
of mean frequency scores) 



Executive Housekeeper T^-x^ks 



Performance Uatc of Tasks 



Housekeeping Standards 



^ ' Sets standards for job performance Von 
the basis of jojb analysis) 
Investigates and ' evaluates new house- 
keeping methods, supplies and equipment ^• 
Recommends relocation and use of equipment 
J ' ari^ |pace to improve efficiency 
Inventories housekeeping supplies 

and equipment 
Conducts study of equipment use and space 
: ^ allocation to improve operating ' . ' j 
efficiency • . 



H. Recr uit;m<:>nt pnr^ pT,^ppTnrnt- 



Assign new employees to woi:k with * • 

experienced worker^ in. learning 
' housekeeping tasks 
• ' Interviews p^ri^speeti^ employees 

Hires' and discharges employees ' : ° * 
Recruits prospective employees 

I. P^urnishings^'and Decorating 

Purchases or assists in purchasing 

supplies 'and equipments ' * * 

Suggests furnishings and ref urnishings - 
Suggests cost of replacing ^missing or 

damaged articles 
Confers with-manager on coloring and ' 

arrangement /or- decos^ations and 

remodeling 
Selects paints., fabrics, /furniture 

Ji Linen Procedures / 

• ■ .. 

Interprets Ixnen mending' procedures 
; Checks laundry bills for correct charges 
Orders linen from the warehouse 

K. Miscellaneous (non-clustered) Tasks 



Gives directions to guests . ' 
Maintains lost and found fi-le 



A 
B/ 
C 
C 



B 
B 
B 
C 



B 
C 



C 
C 



-c 
c 



B 
B 



TASKS PERFORMED BY SUPERVISING HOUSeKEEPERS ARRANGED IN CLltSTl-.loS |^ 

i : — : ^ 

Task Clusters Performance Rate .oi" Taj^ks^ 

* 

{■,\rr;\nc^KK\ In dosce^nding j^rdor 

of nuMn f rc*quonry. bcores) A| 



A. Housekeeping Procedurq^j^* 



Makes memorandum of work and repairs 

to be done ' A 

Recommends needed improvements ^and 

repairs # A 
Inspects and reports damages and missing 

items , . B* 

Keep supplies in storeroom or closet * 

organized and accessible " ' ^ A 

Maintains adequate stQcks of supplies- 

and equipment * . B 

iOistributes supf)lies and equipment B 
t * » 

(; 

PXannii^o Procedurg^c, 



Inspects work' of persons under supervision A 

Helps to coorciinate housekeeping activities * ^ 

with the total operation of the institution » A; ^ 
Assigns areas of work of each employee A ^ 

Plans work, schedules for employees • b 
Schedules ivorkipg hours for ail'^House- , 
* keeping employees ' g' ' 

Sets up procedures and standards for jobs 

to be done 

revise housekeeping procedures to improve 
efficiency ** 



B 



€• Safety and Sanitation 

J Irispefcts public spaces for creanliness ' 

' and order A 
• Examines reports of impropei*'/ cleaning 

^and 'visually in'spects area in question A 
' Wbrks and adirtiriistration in mee4:ing 

3tanda'rds/requirements » regarding safety- 
sani;tatidn^ * » A 

Explain safety program to employees B 
' Iritefpret^sanitation code used in the area. " B 
Conduct ^ ongoing program /in pest control^ . C 



An Ai,.indicates a 'task which is perf ormed^/seveiral times a. week/^B 
a task which is performed several tim^ a month;. C a task which is per- 
formed- several times A year; '^nd D^ a tAs'k which' is performed less ^thap 
once a ye^r. , \ ' . , 
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Supervising Hausekeeper Tasks 



T-ask Clustery ^ Performance Rate of ' T.iSyks ' 



(arranged' in descending |order 
of mean^ frequency scores) 



D. Personnel: Management j 

Sees thAt| employees are dressed neatly . 
and attractively in clea^n-well fitted 
,uniforms-\ ' ^ ' „ ' 

Investigates complaints -made by staff 

and workers 1 
Assis'ts in^ resolving complaints regarding 
housekeeping serv^ices or equipment * , 
Maintains records of the housekeeping \ 

department? J . ' *- 

Assists in resolving cfuestl complaints 

about roorts or service 
Explains new policies or programs 



to supervisors and/or^ employees ' B 



l;ctines ciear lines of ^utEi0ri?ty fojr 

workers , ' ' A 

Provides special instruct ipns to meet 

change of policies or emergencies ^ B 

Sets up payroll for employ^e^ supervised • C 
Corresponds with persons in similar 
positions and attends semiinars-nieetings 
to jnaintain and improve technical and 
.managerial abilities j . * ' C 

Prepares t^udget for -housekeeping 
expenses - ^ ; D 

Training r . ' \^ 

Explains and deinonstrates housekeeping 
^ tasks to employees individually B 

Instructs employees on joblin new > ^ 

. pi'ocedures and^ us4. of newlequipmerit B 



F,.,." Reporting to Manager - • ^ 

Forwards supplies^arid mate'rial 
requisitions to' manager pr w 

.purchasing agent - v h - B 



Erne. 



Make regular reports to/the raaffegewent on 
progress of the department y ^ ^ , B 

Maintaips and submits- wo^k rfeport% .to 
manager ^ / ^ ' ' ' B 
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^ Supervising Housekeeper -Tasks 



.1 . 



Task Clusters 



' Performance 6ate of Tasks 



ERIC 



(arranged in desicending order 
of moan frequency scores) 



G. Ijousoki^epi ng Standards ^ * 

Sets standards for job performance (on the 
. basis pf: job analysis) 

Investigates and evaluates new housekeeping 
methods, • suppl-ies and equipment 

Recommends relocation and use *of eqrtlpment 
and space • to improve efficiency '/ 

Inventories housekeeping supplies and 
equipment 

Conducts study of equipment ^usq and space . 
allocation to improve operating efficiency 



H. Reciuitment and Placement 



'As^sign new employees to work with 
experienced workers in learning 
housekeeping tasks . 
Interviews prospect! v^ eiririloyees 
HiJi;ps and discharges '}emplOTees '* » 
Re(^ruits prospective employees 



Furnishing and Decorating 



Purchases br assists in pu?;^hasing 
supplies and ec^uipment • * 

Suggests furnishings and* refurnishings 

Sugges;ts cost of replacing , missing or 
damaged articles * • 

Confers with manager on coloring' and 
arrangement for decorations and 

. remodeling 

Selects paints, fabrics^ furniture 



J, . Linen Procedures 



Interprets linen mending procedures 
Checkl^ laundry bills for correct charges 
Orders linen from the warehouse ' : 

k'. Mi scelSj'anepus \ non-clustered) Tasks 

Gives direbtions to guests 

"Maintains l^st and found file • , ^ 



B 

B 
C 



c: 
C 
C 



B 
C 



C 

c 



c 
c 
c 



A 
B 
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TASKS PERFOR54ED BY HOUSEKEEPING DIRECTORS ARRANGED IN CLUSTEI^S 



' ^ Task Clusters 

/ (arranged in descending order 
;of mean frequency scores) 



Performance Rate of Tasks*^ 



r 



\ 



A» Housekeeping Procedures 

•Makes memorandum "of work and repairs' 

to be done * ' 
Recomme/ids needed improvement and 

re.^airs ' \ 
Inspects and reports damages and missing 

items ^ , 

Keiep supplies 'in storeroom or closet 
\ orgapi^ed and accessible 
' Mai nt a ir^* adequate stogks of supplies, 
^nd eqi^pment.^ > ' ' 

Dj.strib^lites supplies and equipment 



B . 
•A 
B 

B' 
•B 

'b 



B. Planning procedures 



Inspects work of persons under supervision A 
rfelps to coo;:dinate housekeeping activities 
.^^sJwith the tofal operation of the institution. Ji 
7 Assigns area-*o^**wofk fox each en^loyee^ ' ' . '^C 

Plans work schedules for employees \^ 1 

Sch^duld^ working, hou^ for all housekeepin^^^!^^^^^»ii«^, 
employees ^ o N^pji.i. . ..^^ ""^^ -/^ ' * v 

Set^ up procedures and standardsWfoX jobs.^. 
J to*be^ done 

Revise housekeeping procedures to impTove^ 
efficiency 



C. 
B 



C. Safety ancl Sanitation 



^* Inspects , public spaces fgr cleanliness *. 
and order • ^ \ 

Examines .reports -of improper cleaning 
^ and visually inspects area in question * 
* Works with administrationiin meeting ; ^ 
standards/requirements regarding 
.\ safety-sarfetatiort, 
^ Explain safety program*to employees 

^ Interprets sanitation code used in the area 
^ <^<>nduct ongoing program in pest control 



c 

B 
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?An A indicates a task which 'is performed .several times k wefek; B* 
a task whicli is performed several times^a month; a task which is per- 
formed several times a year; and D ^-a task which* is performed leiss than 
cjnte a year» * % ' ' \ 



J 



35 



Task Clusters 

(arranged in descending order 
of. mean frequency scores) 



3^ 



77 



:;r 

HqusGkeeping dircctj^rV 7^' •. ,7- i 



Petformance 



Personnel Management^ 



Sees tHat employees are dresfeed neatly . 
• a«d attractively in clean-welT fitted 
uniforms. 

Investigates complaints made by sta^ff ^ 
- ;^ and workers — ^■ " ■^^ ^ . "S 

Assist^ in resolving complaints regarding 

housekeeping services or equipment 
Maintaios records o^^^e housekeeping 
^ department ^^BB ^^ 

Assists in resolving^^l^t eomplaints/^^ -^^'^^ 

al?out rooms or service ^ 
Explains new policies or programs 
^o supervisors and/or *-emp^loyees 
Defines clear lines of autho-i^ity for 

workers ^ ^ 

Provides -special* instructions to meet ' 

change of policies or emergencies 
Sets up payroll for- employee^ supervised -'v. 
Corresponds "with poBrso/is in similar positions^ 
and *attends semihars-meetin^s to maintain ^ ^ 



\ \:>.< and improve technical and managerial 
1^ 



*^<^v: _abiirties 



\! f;l?^pares budget for houselceeping 
•• ^^\h expenses 



housekeeping 
/idualTy,- , V * 



ERiC 



V/.yB:5^1ainis '>^^d ^demans-t rates 
,\^Vv^^ indiv 

' <^»i^[^ructa ei^ploy.ees- jph job ih^peW procedures 

Fot^^-^sp sup>|>;^|*i!^- and material \ ?\ • " ^ 
re)^^fiViqn^^^j^ o?r. purchasing; * - - 

^ , lA3A<:e\^^^:^r\x<ig^^s 'to^tijo ma*nagement. -."-.^ 
^ on ,iftap^e^s;^*ofr't^^^ ' \ , ^ 

^ Mainta:a^^^^^^nd^^ reports to manager 

■ • \ )' .'I ym ■ / r 



B 
A 
B 
C 

■ 

A 
B 
C 

B 

C' 

: D 
'd 



c 
c 



c 
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Housekooping niroctor 



Task Clusters Pcrforinancc Uate orTask^> 

(arranged in descending o^der 

of mean Ibrequ^'ncy scores) , , 



G. Housekeeping Standards ^ - 

Sets standards for job performance" (on the 
basis of job analysis)- 



Investigates and evaluates, r^pw hou^c^eping 
methods, supj)lios and equipment ^^•Vv 



.Recommends relocation and use of equipnent ^ 
, and space to improve efficiency X \ c 

Inventories housekeeping supplies and:^ 
equipment ^ -^^^ jb * B 

Conducts stucfj\of equipment use (and |Pace , 
allocation toYii^rove operatin^^^f ^iency B 



H. Recruitment and Placement' . * 

Assign new employees to work with experienced 

workers^ in' learning housekeeping tasks C 

Interviews prospective employees - C 

Hires and discharges employees C 

Recruits prospective employees / C 

I. Furnishing and Decorating 

: , ' . . * it 

, Purchases* or assists in^purchasing 

supplies -and equipment '^^^ , ' ' B 

Suggests furnishings and refurnishirigs C 
Suggests cost of replacing missing or 
damaged articles , - b 

• Confers with manager on ^coloring and . ' 

arrangement for decorations and remodeling B 
Selects^paints, fabrics, furniture ' * C 

,Linen Procedures ^ ' . 

* f 

Interprets linen-mending procedures' * ' D ' 

- -^^Checks laundry bills for correct charges . ^X> 

Orders line.n from the warehouse ' --^ D 



I. Miscellaneous (non-clustered) Tasks 

GLyes directions to' guests- *- B 
Maintains lost and ¥ound' filef • ' C 




1! 
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FASKS r>F*Rlt(/>i^MRiy RY 'c ustodian s ARRANCKD in- CI.U55TBRS 

f > ' — ■ ■ 



TAsk dlustors 



J. .. 

Perfbrmanco Uato of.WTasks*^ 



(a'rrdnged in doscendirig order 
of mran .f rcH]U(Micy scores) 



Light Cloning and Dusting 



Clean floors with dust mop 

Rjefnoyc , accumulated trash from rooms . 

Clean and sanitize bathroom f i^itures-/^ 

such as sinks, toilets, and showe£^\ 'v- , 
Wash drinking fountains Avith disj^^c^'tant 
Scrub bathroom floors .>aV/ ^ 

Clean mirrors vV'-^ ^'•"'^V ' 

Move furniture necessary ^o^^Vr • 

cleaning purposes ' . ' • 

Dust .furniture ^ x 

Dust shelves ' " v:// ' ' 

Wet -mop corridors.;^; ' 
Remove vomited nfatt^r:'*^rom, M.oors. 
Spot clean wsills V t' 
^ RemoveN vomited matter f rom 'furril.ture 
f Clean stairways with wet mop * 
Remove spots frbm woodwork - ' 

Remove 'gum from desks, tables, ehairs 
Dust radiators 

Clean wood furniture " ^ 

Insert fresh was tebasket liners in % 
wastebaskets 

Clean glass partitions 

Dust « pictu3f:e frames* m 

Clean metal 'furniture -'r y 

Wash windows from inside • ^ * 

. "Wipe off vinyl covered upholstery ' 

Damp wipe telephone ' - 

Cleanfblock files 

Dust, light fixtures?^* '-^.^J*. 

Dry-dust walls .-r ' » * . 
• Water and cari^ for'*]^lants as n^eided ^' 

Wash windows f romvotftside , ' - 
* Vaciium furniture ^ ' . . , . 

Clean brick walls *. 

Clean window screens ^ . ^ * * 

Vacuum clean ckap^rifes ' 



A 
'A 

A 
A 
A 
A 

A 
*B 
R 
B 

B' 

B 

^B 
^-B 
B^ 
B 

B 
B 
C 
C 

-TT- 
,C^ 
. C 

C 

C 

C 

c 

- c 
c 
c 

• D 
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• ^An A indicates a task which is perfo;:med several times a week; B 
a task which is performed several times a month; C a task which is per- 
formed several times, a year; and D a task which is performed less than 
once a year* , ^ 
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Custodians, 



'.Task Clusters 



(a^jiranged in descending order 
of mean frequency scores), \ 



Performa^ic^ Rapq of Tasks 



' Storing and^ Cleaniri^ - 



V- 



,v - 

■ * ' p. 



/ 



Store equipment properly after use . 
Refill paper towel dispensers 
Clean equipment* properly' after use 
Receive complaints for repairs 
needed in rooms 

Inspect .rooms for damage ' 
, R'eport items missing ^from rooms 

Organize 3tore roonjs / 

Report cl^esCning supply -needs 

Repafr raatiually operated equipment 
(ladders^, brushe s, wjringers) ^ 

Make .an iftVentor^ of equipment on hand 

Rearrange; closets^ " " . 

Help arrange and sf&ie kitchen supplies. 
^ Report cbndi'tioK^of iequipment on h^pd 
^ Purchase cleaning, supplies 

^S^'foty and Sanitation ! 

o Identify hazardous conditions 
, -.Assist in correcting.hazardous conditions* 
r .Report accidents to proper people ' * 

^' Place caution signs where needed 
Use pesticides appropriately ^ '* 
Report rodent and insect sightings 
.Keep fire extinguisher^ in:'.aood working ' 

\prder ^ 
nspect play equipment (swings, slides, 
etc«) for safety . 

Maintenance of the Physical Plant 

■Replace broken glass windows ; , . - 
Supervise night events . \. 

Do routine .painting ^* 
. Set up outside bleachers * - 



A 

" A 

A 
A 
B 
B 
B 

B.. 

C 

C 

D 



■- ''a 

B 

• C 

: c 
■ c 



c 
c 
c 

D 
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Custodians 



Y 



Perfo 



TasJ< Clus1(*rs 

(arrangc^d ,in dcsci^iding order- 
of ino«'\n froquoncy scores) 



anco Uat(* of Tasks 



E; Operation and Maintenance^ of Equipment 

Check boiler unit ' . 

Make minor repairs on equipment 
Perform minor plumbing repairs ^ 
Perfo^rm minor repair on heating planj; 

or auxiliaries 
Clean power equipment (buffers, scrubbers, 
- ' vacuums ) * ^ 
Oil and grease manual equi](5^ent 
Replace faulty faucet valves and washers 
. Oil and grease bp.iler equipment 
Operate incinerator. 

'Perform ntifior-. electrical wiring i " 
Repair power pquijOTent ; - 

Perform -minor repairs on furnace 
Clean exhaust fan filters 

Clean unit - ven;t ilators *and* ai-r conditioning^ 
filtets * • ■ ' ■ ^' • . 



A 
A 
B 

B 

B 
B 

B . 

B 

B 

C 

C 

C 

C 



F* HanS Floor Care 



r 



ScifUb flpoT^^^ hand s *• * 

Buf f *f loprs *Mth buffing equipment 
Use floor machine to scrub floors 
Operate wet pickrup vacuxam to remove 

large amounts of water from floors 
AjSply wax or-..finishc5p^ floors 

Q; Rug- and Carpet Care. 

Vacuum carpets-and- rugs • 
Remove spot's from rugs 
Machine * shampoo carpets and rugs 
Shampoo rugs* or carpets by hand 



.B 
C 
C 

c 
c 



B 
B 

D' 
D 
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Custodians 



Porformanro Uato of Tasks 



(;\rr<inood in descpnding^ order 
of mean froJqucncy scores) 



H. Put side Tasks 

- R^niove snow and debris J^rom sidewalks ^ 
"^Sweep -sidewalks ^» \ , 
Salf^and sand-Sidewalks \ 
jyiow lawns . 
^Maiatain athietic fields 
^\^\Trijn' -shrubbery 
.t- '^ ^^^^ leaves 

Apply fertilizer to lav^tn 

I. Preparation foB^ group events 

^Wash chalkboards and clean orasors 
Arranfjo furniture* fon classes or 

conv(»«fit ions • " 
Adji5,st seats and chairs 
. Set up public address systems 
, Adjust public address systems- 
Raise or loWe1r"^desks* 
X Set up audio visual equipment 

Maintain audio vicsual equipment ' 
^, Set* up convention and sales displays 

Post signs for advertising' 
' Decorate rooms fo,rrs6ciaLl gatherings 



I 

I B 

. C 
C 

c 

D 
D 
D 
D 
D 
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Custodians 



Task Clusters Performance l^ato of Tr{sks 



(atrramjod in descending order 

of ^ean frequency scores) ^ 



A 
A 



B 



J. ttoms Not Jdontifiod with Basic Clusters" \ 

;/ . j 

^oC-H-^ptr^ncG and outside dooxs ' A 

Unlock entrance aTi'dT-^'oTftside doors . - A 
Close windows • i ^ ^ 

^^epij^g^lDjlrned out light bulbs-^r 

flD:^.^eht tubes ^ 
Regulate room temperatures /V 
Perform flag duties ^ 
Sweep cone retc^wf4oors ' > 
. ^ Adjust . heat:"-and v3ppiing for, large 

public areas (lobbies, gyms, etc.) ^ B 

^ ^heck ;C locks, throughout the building for 
71corrcct t'ime )^ 
/ f?e\sct electric circuit breakers 
' \A/ash and dry waslebaskots 
Tost, alarm, and emergency equipment (belL^, 

fire alarmb, stand-by systems) / T \\ ^ 

.Wash walls by hand - ^ ' C , 

Store^ play^Ypund-and gym equipment ^ 3 ^ * ' 

Launder dirty unifprros ^ - ^ C , ] , 

'Collect soiled linens from social / . 

gatherings, (stable -cloths, -^napkins) J ^ _D- ,~ „ 

. t Repair roof of building f D • ' 

'.Clean ceilings ' ' ^ D { 

Clean Venetian blinds % \ D ] 

Hang draperi^ aft€ff cleanii^g • ^. - D • ^ 

Check elevator^ f or proper working ^ . 

Condi tidrts ' • ^ ' b"^>. - ■ ' u 

Clean elevators, * D , : c^?: ^-^^ 

Check attendance at noon lunch hour / D . V/? 

Read water meters • ' . D l^--^ 

Read electjric metef^ * . D t 

Wash walls with.* wall washing machine ;*^/ - D " ^ * 

Collect fees, at noon lunch hours j : f 1^' ' ' J 



•> 
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TASKS FERF0RME3) B T HOMgHMaSR/BOME BtALTH AIDES ARItANOED IN CLUSTERS 



tiuik Cltusitert 

(Arranged In dbaoradlnf ontor 
of Man trmq^mcj Morat) 



F»rf oxwunoo Rato of Tasks^ 



i \«A* Maintenanoo of Kitohan 

!• Caro of applianeoa and nosrk araaa 

Claan wnfk tables •»! iinka in kitohan. 
^ Cleaii noun or oTtn 

Clisan and/or dafreat raftdfaratar 

2. Cara of tabUfnara^ 

Sorapa and ataok dlshaa 
Waah dlshaa Igr hand 
Wash mtsr flassas 
Jv Fx!«pu« dlahas for antoaatlo' dlahmshar ' 
Oparata and mptf disfawasbar 
Stara diahai - 

B« Food ProdaotloQ ^ 

' !• Mhew planning- 

Flan aaala 

Adiapt fMdOji Mala to naat basic daily 

^ ^natri-Uanal raquiraaants. » 

Adapt f a«llgr aaals to oonf om to diata 
^raoosMndad bgr deotor 
^ Plan uaa of laftovars « 
Salaot raoipas. 

Chaek aana for intaraat and attraotiTsnass 
tak« inrantoriaaNsf foad aapplias 
Prapara iaxtot ord^r 
\ ^ Forohaaa food 

Stora food 



A 
A 

B 



A 
A 
A 

C 
D 
A 



B 

A 

B 
A 

B 
B 

B 
B 

C 
B 



* 0 



A9 A indieataa a task idiioh is.parfeiiii£iB^^ waak;/ J 

B indieataa a task vhioh'ia parf oniKi aavaral iMSimm^t C~i3aiim Jy'': 
cataa a taak idiioh ia parf anwd ssvaral tijna a yaar; 0 inlUiiitaa a 
task «liioh is parf ox«ad la as than liiGa a y^ar; and - indieatos a task ■> 
idiioh is natar dona. .1 

« ^IliiajBlvstar raarr^^ in logleal ord^r of parfonnaM, 

' . - .. '. . ' --V"" 'AH . -f , 
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' hgmbmaker/home health aide tasks 



Ta^k Clnatars 

(Arrangad in d«80«iidiiig ordar 
of ae«n friqueaoy •oorat) 



parforjttnoe Rat« of Tasks 



2. Food pMparatloa 

* ' " ■ « 
o Clean, propara, and/or oook wioua foods 
Prwpara betMMn aaal nourlahMnts 

3. "food sarrioa . : , * 

Sat table . , 

Prapax^ person for, wal 4n tlaa 

Serre aeals 

DaliTar aaal trays to. rooM. 
Tall person being servfd interesting ItaM 
^ about, food serred * ' ^ ' 

RaMore soiled dishes frea roc« 

C. ProTisions for'isafety 

Recognita lud roport^indibatlona of peraonal. 

pl^ieal, and aantal p|«bleM ;^ 
Idan^ify basardotts eonditions 
Rspwt aooiienta to proper peraons ' 
Assist in eorraotinff hasardoos oocxiitiona >, 
Oiire first^ aid 



A 

B 



A 

A 
A 

C 

C 
A 



A 
A 
A 

B 

C 



1 ,». » 



/ 
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"HOMENiKER/HOHB HEALTH AIDE lASKS 



< TMk Clust«rt ; 

(Afraafad In dasoendlng ord«r 
of aaan fj:«qu«noy Mor**} 



ParfoTMnof Rat* of Tasks 



0. Cars of ni and DisalOsd Adtdts 



RelisTs. parsons df ths pharsioal^ rasponsibility of 

thslr tasks as nssdsd 
RsBlnd parson of physioian's orders and help the 
person cany out these orders 
^ Turn back the bed for guest or disablMi person 
Ron errands for the dlsablad or ill 
Assist iflth dressihg of dlsahlsd or ill 
Assist in oaring tqr the hair of disablsd or 

IH persons . . - 
Prepar» trays for ill or disablsifl persons 
Assist ill or disabled person olean draners 
Write letters far the disabled or ill 
Fped disabled adults, 
- Btoaore trm rooa personal olsthing of gussts 
and disabled persons ' 
^.0, Assist adtats with bath \. 

Dlslnfeot and sterillie eqvlpMnt f oi^ the ill 
person \.. '■ 

, Assist adxats with oare of dentures 

E« RepUoaaent of Linejtis 

Make beds 

ReaoTS' soiled bed and bath lin«u 
Rsplace suppUes in bedrooa and bathroca 
ProTide guest with additional or «;ctra goest 
stqjpllss 



A 

B 
B 
B 

fi 
B 
C 
C 
C 

C 
C 

C 
C 



A 
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HQKB3UXSR/H0ME HBiLTH kJDZ TASKS 



TftBk Clii8t#rt 

(Arranged In desoandlng^ ordtr 
of Man fr^uanoy aooraa) 



Parforwnoa Rat# ot Taaka 



7. Laondry Prooaduraa^'^ 
1. Waahlng 



Sort and ooant llhaha aant to latmdry - C 
Aawya or , treat atalna trtm ±Um to be 

Ijumdored B 

Pratraat ha«rily aoilad itMia for laundry C 
Prepare vaahing aolutioo Igr aaXiotlttg 

appropriate detergantet bLaaeheit and other 

prodnota , B 
Select appropriate nater t—per at we for 

liomlry *\ • . B 

Do. Ui^t laimlrpr . B^ 

2^ Drying ^ . ^ ' 

Hani; ll^thea on line for drying B 

Dxx olothea V MOhlne B. 

3« Ironing and storage 

Fold and sort clean l^umdry B 

Iron clothea I7 hand A 

Check Umas ratwned from laxmdry C 

0. Malntenanoe of Floore ^ « 

Vacun floorer niga^ and/or carpeta A 

Scrub floors 'A 

Scrub bathroom floore A 

Wax or iqpply finish to floors C 

Remove spots fron rugs C 

Clean rugs or oarpet tgr hand C 



0"' 



yi* , This oluitar rearranged In logical order of performance* 



HdHDUm/SOMB HKALTH AIDS T4SKS ^ 



I 



* Tftsk Cltiat«rs 

(Arraiic«d In d»M*ndinf ontor 
'Of mun ftaqoMoy aoorvs) 



P«rf orMttM Rat* •t Tiaks 



P»i:fonuuM« of General Cloanlnc Tluiks 

Dn8t woodNoz^c* ftamltnro, piotor* trtams, ligbt 

, fixtiiMSt anl radiators 

Vaah and d^ bathrqoai flxtturaa anoh aa aiaka* 

totlata* and ahowara 
Claan nlrrora 
Claan fefaalToa 



Rmwto apota trm noodaoric 
Oboeaa pradnota* taohnlquaa, praotloaa and 
/ aqvdpaant a|)proprikta for tha Job at hand 
Waah windova 
Claan oloaata 

I taao r a apota fraa fVunnltnra 
Wiaah tUa mLla 
yraewm draparlaa 

Pxiapara artiolaa anl aqulpMnt cii oart 

Sanitation of Fli^ioal Vkoilitiaii,^ 

Raaora aoomlatad. traah from roow 
Air roo« 

Air badding, taattraaaaa, and pillova 
Torn aattraaa - > '4 
Dlainfaot bada 



•:3 



A 

B 
B 
B 

B 

C 
C 

c 
c 

D 

0 



A 

B 



Child Can 



frmkt alnor in^urUt noh m ioratobat for; 
- ohlldMn - ^ '\xt 

AMUt ^th fMdlnc ohUdrtn ^\ ^ 

DifolpUuM ohildbrtii idiM MMSsary 
SupanrlM play ot ohildran ^ ^ 

Coaf ort bnrt or taqpoot ohUd 
Saparriao raat parloda for ohlldran . r-^ 
Aaalat vlth bathing of ohildran 
Svqparriaa and inatraat ehiUjnm in. parforiijig 
qharaa I '^%r ' - ' . ^'r^ 

Asaiat ohiliran in praparation for nap tiiaa., 
Aaaiat ohildran in praparation for bad 
T*ll or ra^d atoriaa to dhildran i ^ 

Ptopara ^baligr f 



c 

c 

c 
c 
c 
c 
c 

c 
c 
c 
c 

D 



\ 
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aOMDttXSR/SCSS HEALTH AIDS TASKS 



\ 



Task Clusters 

> 

(Arranfid in d#tomdlng order 
of aaan fjroqumoj aboraa) 



Parfonanoe Rata of Taaka 



InapaotlOA of Phyaioal Fabllltlaa 

Chaok llf^ta and room aquipMnt for naadad 

raplacaaant ixid rapair ^ . 
Chaok rooM for slaaLnc* Itaaa 
Inspaot rooaa for damca ^ 
Raport itaatt adaalnc^Aroa thgtm J 
ChaoiTTOOM for Itaaa lafb tiy goaata 
Maka rooa raporta ^ 

L. Mlaoallanaoua (non«oluatarad) Saaka 



\ Opsrat* within «r«iljuble fudly fin«no«i 

Prcrrlde ooqptn^piuhip and oo^paaiion for adolta 
Identify tiMr montjf propezty, tpae* and 

Abmty aTiilabU to do th« job 
Adjust boat and T«ntilation 
Aaslst with Miidinc "» 
Qnido uid dlroot appxopriato faaily —b ora 
in Msooinc varioM tasks 



c 
D 
D 

D. 
D. 
•D 



A 
A 

B 
B 
B 



TASKS >ERPORMB) BT HOIEL/tPISL HOnSEKKgPIHQ illDES ARRAMQED^IK CLUSTERS 



'-^ TiMk Gl«0t«r« 

p 

(Airangad in (yaomdlng oxxtor 
of Man fMqumoy aoorts) 



FMrf •ri^p« 'Rat* of Tatka* 



.A. lU^plaoaMxit of Linina 

RajOao* avppliaa in b«droo« aod bathrooa 
; Make b«if ** : 

RHWfa Boilad bad and bath'.linans 
Provlda goaat with adkUtional or extra 
guaat aiqipllea 

B. Inapeotlon of Pfasfsloal Faoilit^es 



Check roQM for lt«M left Igr goeste 
Cheok Hgfsia end rooat eqpipaent for 
. replaoeaipt and repair 
Repmrt iteae aleaing tram 
Chmek room, for alaeiac iteae 
Liapeet reoni for daaife 
Make roeii report* 



r 



A 
A 
A 

B 




An A Indleatee a task which i« jwrforaed eerwral tiaea a waok;' 
B Indioate* a task iMeb is perf oxmrtevNial ^tlae* a inatb} d iadi- 
oat** a task is parferaad eererj^ - tpee a'yiaar; D)iMioates . a 
task idiloh is perferaed less than onsra year; and - ladieat** a ta*k - 
vhieh la a*ver iieoe. 
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WrSLlmiSL HPO^OCEBPINp^ilDS TASKS 



/ 



TMk Clustart 

(Arryufiged in desoanding ord«r 
of m^n Aroquexioy Moros) / 



%/,'^rtpnmi&m Rata of iMka 



C» P^x^f onunce of Oeheral Claaieii^ sTulca 

ClMn ndrroirs y ' 

Du^trWOodiiDric, farnlturTt piotura fnMa» 

:nxt«ra8t . and^i^dlatora 
Wash ^and drj batbroctt fijct«rea» aueh ainkst 

toUatSt and ^awars > 
Raaova spots from voodiiork 
Wash tila loOia / 

PrapaM artiolM and aquipasnt on cart 
Kaaova spots trcm fomitora 
Wijsh window^* ^ 
.Claan^dlosais y ^. - 

ClaanT^ shales 
, Chc^sa produetst taohnlqtiast pcraotloas»^and 
aquipiMKit appiroprlata for tha^ job at hand 



yijcmm draparias 



p. .Sanitation of Fhysioal ntbilitiaa 



Rsoma^^aooTflnilatad ^br^ 
Air roM X 

Tom mttapass - . 

Air baddiiif;^ Mtttrassas and pillows 

Disinf aoi;^bads ^ 

I. Iteintananpa of lloors 

; Vaotnni floors* rogSt and/or carpats 
Soipob bathroop flo^ 
«^Sonib floors dthar than bathrooa floors 
R sao va mpots from ngB 
Claan rti^i or oarpat Igr hand , 
Wax or ifplgrvfii^sh to floors^ ^ 

p. ProTitlooa foi^^pftf*^ 

•" ■ , " » ' """"" 

- Idantuy htMxdoiui ooiidltiocw 

Iteport aoeidantii to prepin^ p«r«on 
•. AMlst in 09rr«otinc haMxkleaa eoadU.tlons 
* RMogalM tad rtport inlisatioiia of poraonal* 
fi^iml, and MoUl proVLmu 

OiT« flfat aid 



k 
A 
A 
A 

B 
B 
B 

B 

C 

D 



A 
A 

B 

C 
D 

1 



A 

A 

C 
C 

c 



A 

B 

C 

C, 
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'BOISL/MOIEL :aOUSEKEEPIliQ AIDB tASKS 



Tuk Cltist«rs 

(Arrangwl'in dtsoMdiag cirdbr 
of asan trtqoMtMj aooret) 



P»rfdx«ane« Rat* of Taai 



/ 1 



0. Laandxy Prooadnrta 
1. VaaSbing 



''I 



, Sort and oetu^ llnana aant to lannlry / ' 

t ^ Bmof or traat atalna froa itaMs'to-bailainf^iami 
\ , Pratraat hMwrllj aoilad it««a for. lafiadr]^ / 

Preparo naahing adlatlaa Igr aeloetiag' aiiqprof^riato 
datorffanta, bloaohaa, and othar lanadxx: - 
prodaota. 

1. Salaet approprlata wttar 4^paratux>» for 
Tawirfry 

Do llfjit laandxy ; 
2. Drying 

Hanf olothaa on lino for dbrgrlng 

Dry olothaa bgr aaehina c 

3« Iroalaf |pd atoraga ^ 

Fold and aozt oiaan lamdry* 

ITM olothaa . tgr hand 

Cheok llnan* raturnad froa lanndry 

H. Maintonanoa oir Kltohan ^ . 

1« Cara of taULavara^ 

' •^ Scrapa and ataok,diahaa 
Waah dlahaa Iqr hand 
Utah mtar gUaaaa ' 
^ Praparo dlahaa f or atttoaatlo diafaWMbar 
^ . Opmta kA mtptj diahwaahar 
, ^Stora di&aa .* 



B' 

d: 



-D 
B 



C 
D 
C 



D 
D 
A 

D 
D 



^Ikia alaatar raarranfad in logioal ord«* of parfanwnoa. 
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HOTKL/MOIEL BOUSSKBEPINO AIDE' TASKS 



' Task Clusters 

(Arranged in dascanding ordtr 
of Man fraquanoy acoraa) 



Parf anunoa Rata of Taaka 



2 m Cara of applianoaa and imrk araaa 




Clavi Mork tahlas azvi^alnka in kitobaa D 
Claan Bind/or dafroat rafrigarator / D * * 

Claan arm / . 

!• Cara of ni and DiaahLad Adnlta / 

Rmoya trm room paraonal olothiiig or guaata 

or dlaabXad paracna / C 

Rallara paraona of tha pkgraioal. raaMnalMUt^ 

of thalr taaka aa na^dad . / ^ D 
Tom bMk tba bad for guaat of diaablad paraon 0 
R^alnd param of pfayaloian^a ordara and balp tha 
' paraon aarry oat tbiaa ordara i) 
Ron arranda for tha diaablad or lU B 
Aaaiat «talta with bath - 
Faad diaablad iidnlta - 
Aaaiat with draaaing of diaablad or iU 

\friU lattara for tha diaablad or 111 - ^ 

Olainf aot and atarilisa aqaipMot for tha . 

ill paaracn 
Aaaiat adnlta vith oara of danti&raa 
Aaaiat ill^ or diaablad paraen olaan dnvara 
Aaaiat in oaring far tha hair of diaablad or ill 
Frapara traja for ill or diaablad paraon \ - 

J* Child Cara -y^ / 

Conf ort hurt or t^aat child 0 . 

Snparriaa raat parioda far ohildm D 
Aaaiat with'faadi|S€ ohildran ° . 

Aaaiat vith bathing of ohildran D 
' Tall or raad at-oriaa to ehildjran 
Stqpandaa raat parioda. for diildren 
Aaaiat ohildran in praparation for bad y 
Saparriaa and inatroct ohildran in parfondng 

choraa , • * • ' 

Diaoiplina idian naoaaaary . 

Aaaiat ohildran in praparation for naptiw / - 

Prapara babgr fomla 

Traat Minor injariaa atboh aa aoratobaa for 
ohildran :~ . rr^ . .^^ 



L 
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BOm/MOIEL aOUSXSEBPINQ ADS TASKS 



(Arranctd in idtoaomdULag ord^ 
ot Mitt fkWimmoy Morts) 



FiirfiMWiM Rate of TMlcs 



1« Item planblng 
Plan 



2. 



Adapt f nlly bmIs to Mot tsMic daily 

nutritional roquirwwnta 
idaiift fanily aaa]^ to eonf on to diata 

noonandid l3Qf[ dootor. 
Plan vm of loftovara 
Salaot racipaa 

Chaok muta for intaraat and attrtotifanaaa 
Taka Invantorlaa of f oad at:qppliaa 
Prapara aaxtat ord^ 
Pareliaaa food 
Start food* 

Food praparation . ^ 

\ • . 

Claant prapara and/or cook Tarioaa fooda 
Prapara fa at w aan aaal notiriafaaanta 



3* Food aarrioa 

3«t tabla * 
Prapara paraon for aaal on tiM 
Sanra aaala 

DaliTir aaal tz-ay* to rodma 
Tall paraon baing aarvad intaraating 
^.^^ itoit «boQ% f aa^ 

Banora aollad diahaa fton raoai 



4 



D 
D 



S 

B 



MMs olMttr vumagtA in 




m 
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. Task Clusters 

(Arrangad in daMtnilng. ordar 
of Man fraquano^ aooz^ 



Parfomanoa Sate of T^ka 



L« )flaoalla^Mio«ui\(ncin^ Taal^ 



iAaalat with 



juat haat axki Tantilatldn 
^%]xiantlfy tijaa, siODay* propertyt apao#t and ^ 
. al411t7 availably to do tha Job 
-.Oparata vithln amlatiU f aailj finanoaa « 
Qolda ,and dirac^ approjjrlata f axiiy aaabara in 
asauning rarioua taaka 



A 
A 

G 

D ' 



9* % 



ir 

t 
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TASKS PERFORMBD BT JiUfiSINQ. HOtg' HOUSi 



AIDBS ARRANQID J» CLUSTERS 



Tuk Cluatars 

(Arrancad In daaoaadlnc Irxlai 
of aaan fraqnanoy aooraa) 



ParfaxMBoa teta of Tiuka' 



A. Parfozaanoa af Qenaral Claaning Tftska 

Wash and dzy bathrooa inxtvraa' auoh aa ^ 

ainka, tollata,.and abowara i 
Claan alrrora ^ 
Dost woodNOzic, ftimltwra, plo^« fraMs, 

11^ fiztvuras, and radiatora 
Hanava apota froa ftiniltxira 
Waah tila nalla 
Raaova apota fraa woodNoi^c 
Waah vindoM 
Claan olaaaia 
Claan abalvaa 

Prapavi^urtlolaa and aqulpaant on oart 
. Vaovoi d^aparlaa 

Chooaa prMii6ta» taohnlquaa, praotloaa, 

and aqttl]j»Mnt> f or Job at hand> 



B. Sanitation of Ptgraioal Faoilitlaa 

RaMova aoovowlatad traah fran rooM 
Air roaa;./ 
Diainfact^bada 
Tom aattraaa 

Air baddinf, aattraaaaa, and pilloira 



B 
B 
C 
C 



A 
A 

B 
C 
C 



A 



An A indioataa a taak idiibh is panToraad aaraM. tijaaa a iMak; 
B indioataa a taak iriiioh ia parf onad aararal tlaaa a, aonth; C indi- 
eataa .1^ taak-^oh ia parforaad aararal tiaaa a; yaar; D Indieataa m 
taak idiioh ia parfoxvad laa» than onea a ywt% and - indioatai a taak 
which ia harar dona. 
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NURSDiQ HQKS HOUSSKEBFINQ' AIDE TASKS 



Taak Closttrs 

(Arranged in deto«ading oztUir 
of Mean Araqoenoy aeorst) 



PwfonMDM Sat* of Tasks j 

If : 



C, Maintenano« of Floors 



Scrnb bathroon floors 

Scrub floors other than bathroo« 

Vieun floors, rugs, and/or oarpsts ^ 

Wax or i^pply finish to floors 

Rsnove spots froa rugs 

Clean rugs or carpot by hand 

D. Provlslans for Safsty ^ 

. Rsport aooidants to propsr parson . r 
Idsntlfy hasardous oondltlons , 1 
Reoognls* and rsport indioatitiiiis of psrssiia, 

physloal, and aantal problsas 
Assist in eorrscting hasardous osnditlons 
Qira first aH ' ( 

E. Rsplaoaasnt of Unms 

Rsplaoe supplies in bsdroom and bathrooa 
Rsaore soiled bsdrooa and bathrooa linens 
Hake beds 

^ Provide foest with additional or extra 
guest supplies 

Inspection of Fhjsioal Facilities 

Report itsM aissing frm rooau 1 
* Check lii^ts and root equipasnt for nsededr 
^ J replaosBsnt md •repair ^ 

Ibspsot rooas for daaag* 

'Check rooas for aiasing iteas 

Make rooa risports 
, Chsck rooM for iteas left by guests 



A 
A 

B 
B 
D 
D 



B 
B 

B 
C 



A 

B 
B 



B 

B 
C 
C 
C 
D 
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mmsiNa bomb bouseksepzno aj^ tasks 

■ • / 



Task Cittat«r« 

(Arrangwi in dAsomding order 
of aean fToquonoy scorts) 



PorfonMoioo Rat* of Tuks 



H. 



Q> Cars of 111 and Diaablwl Adtdt* 



Raaova froa row parsonal olothing of 

goaata or disablad paraoaa — 
Aaslat 111 or diaablod paraoh olaan dnwara 
Run arranda for tba diaahlad or ill |, 
Rallava paraons of the ptqraical raaponamlitjr 
- of thalr taaka aa naadad ^ I 

Paad diaablad adnlta 
. Tom back tha bad for goaat or dlaablMl ^wraon 
Ditinfaot and ■tariliaa aquifMant for tl** .a 
ill paraon I^f*^ 
Aasiat with draaaing of diaablad or ill/ 
Raidnd paraon of ptgraioian'a ordara and^halp 

tha paraon oarry out thsaa ordara 
Writa lattara for tha diaablad or ill 1 
Aaaiat adalta with bath 
Aaaiat adalta vith oara of daatoras J 
Aasiat in earing for tha hair of di 

or ill paraons 
Prapara trsja for ill or diaablad pai 

Lanndrj Praoadaraa^ 



1. Waahiag 

Sort aad ooont linana sant to 
Rawra or traat ataina frosi i 

lanndarad 
^Pratraat haarlly soiled itoM fo: 
. Prapara waahing aolvtion fay 

appropriata datarganta, 
. othar laundry prodnota 
Salaot appropriata watar trnqtarat 

laiinlry 
Do light laundry 




lanndrgr 



for 



B 

C 
C 

c 
c 
c 

c 

#c 

0 
D 
0 
0 

.0 
D 



C 
C 



0 



^This oluatar rsarrsnged in logical or^if of parforaanoa. 



V • 



ERIC 



57 '•J^' • 

NURSINO HOME HOUSEKEEPING AIDE TASKS 



/ i 



Task Cliistarc 

(Arraxigod in desotndlng ordtr 
of mean f^uanoy scoraa) 



Perf oiwrnoa Rata of tasks 



2. Drsrlng 

Hang clothes on line for drying 
Dry clothes Isy mcUne 

3# Ironing and< § torage 

Fold and sort laundry 

Iron ,plothes by hand 

Che<^ Unena rettumed fron laundry 

I. Food Production^ 



D 
C 



B 
D 
C 



1. Menu j|tlannlng 
Plan Mala 

Adapt faaily neala to neat baalc daily 

nutritipiial requlramanta 
Adaipt faidly aeals to confom to dlata 
/ raoo—aiidad tsy doctor 
Plan uaa of laf torara ' 
Select reclpee ^ 
Check ipnu for Intereat and attraotlTeneaa 

fakai inrentoriea of food stq>pllea ^ 

Prepare aaxicet- order 
Porohaae food 

Store food - N 

2. Food pr^»paration 

Clean* preparet and/or cook Tarloua foods 
^Prepare batmen meal npariahMnti^ 



ft 1^ %j) 

' D 
«■ 

D 

- b 

D 



D 
D 



^Thia Qluater rearranged In logical order of perforeaikpe* 
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NURSING HC»ffi HOUSEKIEPINO AIDE TASKS 



Task Clust#r8 

(Arranged in nlesoandling order 
of Man fteqoono7 aoores) 



Far^arunoa Rata of Taaka 



3« Food aarTioa- 

H| Sat tabla 

Prapara parson for aaaX on tiipa --^^ 
Sarra aaals 

DallTar atal traya ta rooM 

Tall paraon balng aarrad intaraatl)fig 

Itana about food aarrad 
RaMTa aollad dlahas fro« tba room 

J. Xalntmunoe of Kltoh«n 

i« Car* of Ubltvmr*^ 

.J 

Scraps and staok dishes 
Wash dlshts V hand 
Wash vatar glaaaaa 

Prapara dishes for autoaatlo dlahNaeher 
Operate and e^pty disfawasher . 
Store dishes 

. 2« Care of ap j ^Ha n ees and ynik areas 

Clean and/or d,efrost refrigerator 
Clean eerk' tables and sinks isi kitohsn 
,Clean raiige or oven 



D 
B 
D 
G 

D 
B 



C 
D 
D 
D 
D 
0 



D 
D 
D 



I 



.^luster rearranged in logloal order of perfonnaotf * 



0 ■•. 

ERIC - 
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NDHSINQ HONS HOUSEXEEPDia AIDE tl^KS 



Task Clu«t«r« 

(Arrangad in dtaeamdlng ordbr 
of wan tnqvmxioy aoerts) 



Parf onunca Rata of iTaaka 




K. Child Cara 

Conf ort hurt or iq>Mt^ child 

Troat ainor in jorloi luoh m toratohoi 

for chlldron 
AoslBt with foadlng ohlldronV 
SuponrlBO pUy of ohUdron 
AMlat ^ith hathlBf chUdrm 
Svporriaa^and iMtnaot chUdron in 

porfonting ohorot 
Assist childron in propsration for nsptim ^ 
Supsniss rsst pt^riods for ohiXdrsn; 
DisoipliAs ohildrsn i^n asossssry 
Assist ohildrsn in prsparatioa for bsd 
/ Frspsro bskgr fonnls 

TsU or road storiss to ohildrsn 

L« KisosUsMous (non-^lostsrsd) Tasks 

Provlds oc^)snionship ind oq^psssion 

for sdnlts ^ 
Adjust hsat sad vsntllstioii 
Idsntij^ tiMt saiif7t propsrtjt spsos snd 

sUUtj STSilabls to do ths job 
A^i^t with asnding 

Onids snd diroot* sppropriato f ssily wsibsrs in 

assusiac yarioos tasks 
Oporato within aTailabls f aadlj finsnsos 



C 

c 

D 

i 

D 
D 

\ ■ 
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TASKS PERPORMH) BT; HOSPITAL HOUSBQgglliGfAIDgS AmNQED IN CLUSTERa 



' ^ Task Cl\ist«r8 
(Aztangod in deacendlng ordar 



:|perforaanoe Rat* of Taaks^ 



A. Mana««iMnt of Equlpaent and Si^jpUaa r - 

.- ■ . 

Store equlpiMnt appropriataly altar uaa 
Prapar* artiolea and eqtdpMnt on utility . 

cart for day*8 uaa v . 

Clean oqulpMent aftar oae ' . . i 

Racoaamd naadad iaproTMMBt and rapaira to ^ 

propar paraon '..^.^4 
Raport cleaning auppiy naads * vj- 
Chooaa produota, taohniqaea, praotiofvW r 

aquipnant for job at hand 



A 

. A 

A 
A 

B 



B. Jjnapaotioh of Patiant Itaita 



Chaok lights and rboa aqoitMiant for 

raplaoaaant 
Inapact robaa for daaaga 
Raport Itaaa visaing froa rooaa 
Chaok roo« fbr itaaa laft \jy patianta 



A 

B 
B 
B 



Parfonunoa of Oanaral Claanlng Taaka 

) , - -w * 

!• Cara of farttiahinc^ 



Mora fnmitura aa naoaaaaiy for 

claaning porpbaaa 
Dvat noodNork, ftimittara'* pifftorz frmm»t 

llj^^fixt^s, and ndiatora i 
Clean with a-daap oloth ftumitora' within 

patiaot^a rtkw saoh aa radiator, window ailla 
Clean natal fnmitura 
Clean wood itumitnra 
Remote si^ts froa ftumitnre ; 
Wipe ^ ▼iiiyl 0oirai:*d jajpholata^ 



A 

A 

A 
A 
A 
A 
A 



An A indloataa a taak which is parforaad aavaral tlaaa a weak; 
B indloataa a taak which la. p^rforaad sareral tlaea a aoath; C indl- 
oataa a taak whloh la parfc^iipd /aavaral tlMS a year; D In^oatas a 
taak whloh la parforaed leas than oni^ a year; and - indloataa a taak 
wfaioh la never dona* * ' , j . 

^^Ihla elvator raarrancad In lofical anlar af pax^fanMBoa; 
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Bospim Boai 



DfO A?DB TASKS 



(Arranctd in dbsomding or4#r 
of Man frequmojr moms) 



P^rfonanM Rata of TmIm 



2« Up^kMp of bathrooM . / ^ 

WMh and dxy b&tbrbMi fixtures auou m 

eix)k8» toilAta* and ahOMri A ' 

CImh alrrers . A . . 

^ Wash til* nails B : 

3. Midntsnanos of struotural f«aturos^ 

Spot dean wallr ' A ' 

Dx7-dtist mils ' B 

Wash nails l^^ hand 0 

. Wash vails with wOl washing iaohias 0 * 

RsBOvts spots fl^M woodwoartc A 
Clean shslYss ' . • - 'B ; "'iVy' 

Clsaa elossts B " • 

Clsan. glass partitions B - 
'Clsan ooiling . . D 



D. Sanitition of Patient Units ^ 



Clsan with a da^p oloth ftuniture ui^ dirsotly 

tgr patient sooh as bed and t el e p ho ne k-'t ■>, , 

Air rcca B ' , 

. Air bedding* aattressest and pillsm , C 

Olsinfeot beds -> ' B^ . 

Turn aattresses ' Z ^ ~ 

Rswv* aoetaBBDlated trash tram reoaw A ' 

Wash and drj vastobaskets ' A 

Insert fresh ipstabaskwt liners in vatebaskets A • ^ 

Periedleally olean unooovpied vnit A 

Report rodent and iaseot sightings B > 
.Use pestieid* approprlatoly • D 

*^ .. . ■ • ^ . ' 

I. Pnyrisicss for Safety 

^ ■ ■ , . = ■ ■ ; ' , • • %. 

-^Identify hasardoas conditions . A , , 
Assist in oorreoting hasardoas conditions . < ^ 
Report aeoldwits' to jiroper person ; ^-C - 
Plaoe caution signs' nhei^^ needed v 
Report tmusual pborsioal or asntal probLeas ^ 

of patient * C i 



ERIC 



*This cluster rearranged in logical order of,perfox«ance. 



■ ' ' , *' V"' HOS^IIUi.HbdSBKBSPIWO AIDE TASKS 



to 

Task ClntUrt 

(Arranfad in desoanding ordiar 
of jaaan Anaqnanojr aooraa) 



Parf oiratnoa Rata of Tasks 



• r 



Fa KaintwanM of Floort ^ ' 

1. Manual prooadoraa ' - < 

- •/ ' 

Sonib bathroon floors A 
« Claan floora vlth a dust nop 

1^:t-«op and rlnM floors A 

Spot ao p floort B 
Scmb floors ; ^ . B 

Nop oorridora q 
Cloan stainmys irith vot nop ' C 
Cloan rttga or oarpeta tor hand " H 

2« • MiohiMiiod. prooadnras v ' 

VaovcDB floors* rags* and/or oarpats C 
Raaova apota froM rofa '^^ C ; 

. Baff floora with buffing aaohlna D 

Wax or i^ply finish to floon / D 

Oparata iwt pick-19 vaouoai to reaora larg^^ 

aaounta of watar fral floors k , . D 

Usa sombfaing aaohinf to sornb° floora D 

Maoblna shampoo rags and oarpat 0 

0. Gara of ''isolation Dhits 

Ifoar spaoial ojLotblng to pratant infaotioios 
organisaa trm antMlng.:or laarlng ■ ' 

ia^tioo unit * ♦ B 

Claan-and disinfaot tba iadlation ,unit c 
, Banila and dispoaa, of oontaadnatad trash 

fraa isolation units . C 

Handla ilMlation unit lattndx7 D 
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HDSPmL BOaSEKSBPINQ AIDS TASKS 



TMk Clusters 

(Ax^rangtd in ddaomding orter 
of laaan ftnequmoj sooms) 



P«rf oxsanM Rat# of Tmaks 



<> 



H» Limm R»plaooment and OlapOMl^ 

RmoTO soilad bad and bath^llnatts ^ 
Diapoaa^of dir^ limna in approprlmta place 
Maka bada / > ^ * 

Raplaoa bath linana 

Provlda patian^ba vith additional diapoaabla 
patiant aoppliaa 

I# Can of WindUnr'Traataanta 

Hang drapariaa aftar olaaninc 
Claan Vanatian bUnia' 
Vaoim drapariaa . 

J« lanixtoy Proidadunia 

BmaofB or traat ataina frc« itaaa to ba 
lanndarad 

Sort and ooant linana aant to laxmdxy 
Chaok linana ratumad trm laondxy ^ 
Stora olaan linana in appropri^ P^am. ' 

« 

K. Mi80«llfUMoas (non-olnrUrad) TUks 

Wat«r and otcn for flemn as hMdad 
Wash idjodoim trtm tha insida 
Claan launAry atorac* araaa 
Claan aaaifaad araaa within Idtohan 
idjuat haat 

Kamtm aoilad diahas trm roM' 
. Claan daaiffiatad araas of panizy 
Dalitar awal trajs* to roou * 



D 
C 
C 
D 



D 

D ' 



D 

D ' 
D . 



B 
B 
0 
C 
D 
D 
D 
D 



^Ihia oluatar raaxrangad in logioiQ. ordar of paxforMynoa# 



is? . 
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TASKS PERIOHMED Kf RESIDINTIAL MAIDS A RRANOSD IN CLUSTERS 



f mIc Clusters 

(Arrsngod In dftsoWinii ordsr 
of Man ft^tisn^ sp'orss) 



Perfonsnoe Rate of Tasks 



a' 



A« M a n agsas n t of BquipM^t .Ind Sv^ypllss 

Sslapt tootahiqusto or praotloas for * f ^ 

at hand * 
Lsoats oleaaing solutions and sqiilpmsnt for una 

at each hoM 
Choose oqidpnant for job at haxxi 
Choose psroduots for job at handt suoh as 

Windext FledgSt eto. 
Use eleanlng squlpaant suph as Taomat 

eleotric broottt eto. _ ^ 
Use spNMial oleaid^ vhsre desiraULe, 

or sis re^utosted (suoh as Tlnegar-mter 

soluti<»v^n^Jdrrors) . . 
Clean mimpm^\9^^ tise (suoh as aopst 
*; /,fpbnfeS?t..gio?rt^ : 
y :pBip>ty TP^°^ oleaner br ^eleojtrlo^ brooA 

ih.Howm oleansr eleotrlo 

MSj^^^f^^ aftex^^use 
^MiSiicit^^^^ after use 



oleanln^ nse ds 



A 
A 

A 

A 



A 
A 

k 
A 
A 
A 



■!;■' • 

> • I ' 



An A IndiCAtas m task idzioh is parforiMd «6V«raI tiaais a WMk; 
B indloaWii.task nbioh U p*rfonMd 8«Y*r«l tima a aonthi C indl- 
OAtia a task lAieh is psrfdrasd ssraral tlass » jTMurii^O indioatss a ': 
jtask-iihieh is psrfpr»sd less than onoe a ysart and * indioat^s a task 
uhloh'is nsTVjr dons. - 



^s 



elvstsr rsarrangad in logical ordsr of psrforMUios. 
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RESIDEKTZAL MAID likSKS 



TMk ClorUrs 

(Arranged in def dmdinf ord^r 
of asan frequanoy aooMs) 



Parf orMOice Rate^ of Taaks 



Job RaqolroMnta in Sach Hom 



Look for task list at aach he 
Work around peta 

Talk to —ployar or fallov aMplqyae to leam 

raccnandad olaaning procadima 
Talk to hoaaownar to learn recoaaandad 

cleaning prcoaduraa 
BataULiah favoralxLe i|»xidLn| elisata idtb 

childran idio ara praaant in tha hoaa 
Keep raoorda of tha .aaount of tiM apant at 

aao^ hooaahald 

6. Parforaanca of Oanaral Clc^aning Taaka 

!• Uf^kaap of bathroom^ ^ 

Waah ^and dry bathrooa fixtaroa auch aa 

braaa* cappart goldt and ohroM 
Claan glaaa or plaatio ahonar doer 
\ Claan ahower ourtain 

Raaova sold fraa bathrooai and ahower az*e«a 
Waah tLla walla . ^ 

Clean filters in rente in k^tohen and/A* 
Abathroott , * 



B 
B 

B 

B 

B 

B 



A 
A 

A 
A 
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RESIDENTIAL lUJD TASKS 



Task Clustar* 

(Amngtd in d«to«adinc onl«r 
of M«n flrequnoy aooras) 



PtrforMno* Hat* of Taaka 



2. Car* of fnml«hlnc«' 



Movo fomltura nocoaaifcry for elaanlnf 
pwrpoalia _0 

Ottsi-iioedMork, fornitttro, plotnro frama, 

and light fixturaa 
Cloan wtal fcumitura,!, 
Cloan wood foznitiuro \ \ . 
Wax wood ftumitnra 

RoBOve apots froa upbolatorad fomituro 
Wipo off Tinyl oofarad vpbaHMimry 
Shai^ upholatorad ftumltora 
Saahapo . throw pillowa ' . 

tvm aoat otishiona on dftonpoz^ or ohaira 
DviBt oollaotioiui and raiurn to^fitroiwr plaoa 
Cloan ai^M^ natal atirfaooa. auoh/aa ^ 

laraaat ooppar, goldt and'^ehroMf .' 
Cloan airrora > 



A 
A 
A 
A 

C 
A 
C 
A 
B 
A 

•B 



3. tteintanane* of stmotaral foatnraaa 

Spot oioan walla . 
' Dz7-<ltiat walls . . 

Wash walla %gr Hand . 
Baaova apeta froa woodworlc 
Cloan Tamiah^d woodwork ^ 
Vaah and dry paintod ^loo d wo rk 
Cloan abolTaj 
. . Cloan oloaota 

Roat^ ordor in-'Olooota . 

Cljaan firapLaco and hearth 

Cloan glaaa partitiona i 

Claan wiiidowfi.Arav inajOi- 

Dxy-dnat oallink 4 - ' 

Waah eailings 

Claaa ooillnf lii^t fixtoroa 
Chaok li^ita for roplaowant 
Roplaoa li|^ bolba if aaooaaarj 



B 
B 
C 
A 
B 
B 
B 
B 
C 
B 
A 
B 
B 
C 
C 
C 
B 



olvator raipangad In logical ordar of porforaanpo. 



RtSIDERTIAL MiOD TASKS 



Taek Clusters 

(Arrmctd in diisomding oxttor 
of man fr^utnoy aoorts) 



D. Mai^ibmahM' of Floors 
\. Mamial prooodures 



Shako rugs 

ClMn floors with a dost sop 
SwMp floors with A brooM i ^^^rXh 

'Scrub floors ^ ^ 7 

Uet-aop and rinse floors . ^ . 

Spot*aop floors 

Susep.oonorsts floors stich ss^fcNpi^^ 
9>ifiqp<ift rogs or <3Ktptt\.\jj hUKl^^ '^ ■ , - 



A 

Av 

-A 

B 

B 

B 

B 

C 



2. Keohanioal proo^sdurfs >*: 



yaouU floors* r^sffsnd^r Q«rp*tw 
Wax or apply finish to floors 
Ust aorttUSSi^ iiaohin* to sonib fliMrs 
Buff floors with baffiiif MoUns. / . 
Roaoivii sjsots/frosi. rags -. - f[/^'/. 
Mset^'«ha)qpoo^raffs,«i4.0iUl^ ' 

" " ; ' A 

-^k; " Liniin 

J ■ |M>P^' ■ollod .bad; Unana ' • , 

'maijoaa of dirty,l±tai api^^vjprjuftto plaoa 

^'/•iiaka'-'twi* ' ■ ^ vl' ■ - > " ■ • 

Raim^ aoHad ba^ Biiana — - ^ . 
' .Ha«i^ 6laib.bath''lin90l' " ' --f. . 



A. 

-B 
B 
fi 
C 
D 



B 
B 
A 
B 

C 




V 

. / ■'' 
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.RESIDENTIAL MilD TASKS 



Taak Clu«t#r8 

(Arrancad in daicendlng ordar 
of Man "Aniqumoy aooMs) 



PirforMOM Rata of Taika 



F« Malntananoa. of Kltohan^ 

1. Cara of appUanoas 

Claan axiarlor of ranga 

Claan Ixiniar drip pans on ::ranga 

Claan ovan/ 

Claan and/br dafroat rafri^rator 
Claan intarior of raftrifoi^tor 
Claan aaall kitohan apfOianeM sooh aa 
■ixarSf blandara 

2« MaiUitanto^ of voxic araa« 

^ Clean porcalairt an^ aiaka 
iClaan^irt^ainlaaa 

Glateh aaail 'kitoban artiolaa aooh aa 
oarilaibaray apioa raoka* ate. 
* \ Waah and dry axUripri of kitohan oupboarda 
\ Claafti fottpboaid intariora 
Ri^plt^ ab^i^ "P^T in onqptoakda ^ 
, Uaa^ aiJ^ or| draapar ruzmara 

\ ' W««li''IUjlii8' 'itand ' . ' ' ". 

. ;. iDiy diohM ' . ■ 

. i bqptgr Mitoaittlb dlslmuiher 



A 

B 
B 
C 
B 

B 



A 
A 

A 

B 
B 
B 
C 



B 

C 

B' 

B 

C 

C 

C 

C 



logipal prdar of p»rforMnoe. 




0 . 



■t. 



i,, 



I 
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RSSIDENim iUID TiSKS 



Tftak Clusters 

(Arrange in datoending ordar 
of Man frequai^ sooras) 



Parfonanoe fiAta of Taika 



■1 



B 



0# Provisiona for Safaty 

Raport hasaxtlooa oonditiona auoh aa 

ftayad alaotrioal oorda 
Raooosaand naadad l^proTaaanta knd rapalxra to 

propar paraon L 
Aaslat in corractlng hasardoua oonditiona 

H. Sanitation of Physical Faoilitiaa 



^ B 



Ranota acptDaulatad traah fftn roona 

Waah and^dry laiatabaakata 

Inaart trnsh waatabaakat linara in 

vaatabaakata 
Air rocaa 

Air baddinct mattraaaast and pillofm 
Tupni Battraaa y 
RapbA rodant and inaaot aic^tinga 
Uaa pfatibidaa appropriataly 



I« CTara of Window Traataant^ 

Vaouua drapariaa 1 
HaTO dnqpariaa olaanad tgr it ooMiroial 

dxy olaamr , 
Bang drapariaa aftar olaaning 
Oaat Vanatlan bLinda 
Waah Tanatian blinda 



'.J. Cara of Floral Arrangananta and 



iflanta 



Watar and oara for« planta i 
Claan artificial flowara 
.Waah or. dust laavaa of planta 
Raarrahga olaah artificial^ floNara in contaiMr 



A 
A 

A 

B 

C 
C 



B 

He' 

c 



B 
C 
C 
C 



. a 



^ : ♦ 



Ihia cloatar raarrax^gad'in logical ordar^o|f|inrfon^^ 



:ERLC 
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R^IDENTIAL MAID TASKS 



Task Clust«ra 

(Arranged in dtaoendlnc order 
of Man tnqvmryoj aooraa) 



Perforaanoa Bate^^ Taaka 



Lawndry Procadtxras ^ 

1. Waahing 

Sort lamxlry before umabing 

Sort and oount linana aent to laundry 

Rewe or treat ataina froB Iteaa to be 

laundered , . 

Seleot appropriate irmter tea^Mrature 
• for lanndxy 
Do lanndry ualng iiaaher 

2» Drying ' 

^Hang olothea oa line for drying 
Seliot appi^)prlate te^pmrnttuna for dryar 
Dry olothe^a ualng olothM dryir ^ 

3« Ironing and atoraga . 

Fold and aort oXean olothing and hooaahold 

artlolea 
Iron olothea 

'Store olaan linana in appropriate plaoop 



L* Datiea Ontaldb the Hboae 

Sweep walk oe atepa ^taide honae entranoea 
..Waah wlndom tntt the oataide 
' Water onteide flomra 
^'''' Jtmofm aoreena or atom irindom 
^Inatall aoreena or atom vindoiia 

M; >Q»(^3^^ (non-bluatemd) Taaka 

Ci^^an .lamxl^ atoraga araaa ^ 



c 

D 



C 

c 



c 
c 
c 



B 

c 
c 



B 
C 
0 



) 

. A 



This blvurtor rsamngwl in-logioal ordsr of psrfonune* 



t 
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AREAS CLEANED BY HOSPITAL HOUSBKESPINQ AIDES 



Atom Cl«anad 

(Arrang«d in desoendinf order, 
of iwan freqxianoj secret } 



PerfoxMnoa Rate of Taaks 



Patient rooos 
Public bathroou 

Utility closet containing cleaning equlpoMmt 

Lounges » 

DlsvLssal unit 

Offices 

Lobby 

Labor room 

Isolation unit 

Corridors 

Nursery 

DellTery roon , 

Swrgenoy rooM 

X-Ray rooa 

Kitchen " 

Lab 

Elevators 

.Stairs , .. ' 
^Operatliig rom 
Chapel 
Pantry ^ 



A 
A 
A 
A 

B 
B 
B 

C 
C 
C 
C 
C 
C 
C 
G 
C 
C 
C 
C 

D 



^^^^ 



1 

'\ 



A indicates a task which is perforaed several times a week} 



•B indioates a task iMeh is jperforaed several tiaes a nonthj C inU- 
oates a task ufalch is perfomfd several iiaes a yMr^ D indicates a 
task vhloh is. perfosmd less than once a jrear; and - indiofttes a task^ 
whioh' !• never done. ^ !; \ ' 

■ • • ' • ■ ' ■ < ■ ' ' 
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iUSAS GLEANED BT RESIDlPiTIAL M4JDS 



Task Clu«t#r8 

(Arranged in daaotndlnf ovdmr 
of Atari ft^Tianoy aoona) 



Parforaanoe Rate of Tasks 



LlTlng roota 

Dining roam 

BodrooM 

BathroM 

Panily roon 

Hooa office or .dan 

Stainragr 

Kltohen 

Entry vagr 

Laundry area 

Utility roon 

Noraexy 

Baaanant 

Cloaeta 

Patio 

Breeteway 

Screened-^in porch 

Qairage 




A 

B 
B 
B 
C 
C 
C 
C 



An A indicates a taak iriiioh.ia performi eereral tiMs a ireek; 
B ialicatea a taak nhich la pefforaed aereral tlaas a wntht C indi-* 
oatea a taak vhioh ia performed scTeral tijaae a year; D indicatea a 
task ifhidh is perforwd iess than onoe a year; and indicates a task 
vhich ia nerer done . 
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TASKS HHin-OI^MRD ACROSS INSTITUTIONAL AND HOUSEHOLD Sr,KVICK OCCUPATIONS 

a 

[n this section two-way matrices of task clusters are presontod. 
In the first matrix are the task clusters for the executive and supor- 
vising- housekeeper . in the'^second matrix, the six occupations rcport*?d 
are: custodian, homemake r/homo health aide, hotel/moi.e 1 h<;usek(»(*j>i ikj 
ai(U», musing hoim* [ious(^keep i iig <ilde, hospital housi^kc^ej^i ruj .licU-, ,uid 
residential mai.d. In eachf^matr ix the task clusters are present(>ci 
'vertically while the occupations are presented horiiiontaliy . 

Clustefs are arrani^ed by commonality of performance across the 
occupations. Likewise, tasks, are arrayed Avithin job functions by per- 
formance across the total occupational group; that is, tasks ^rc? arrayed 
from those tasks performed commonly by several occupations to tasks 
unique to individual , occupations . This ordering of tasks'within job 
functions was rtot followed if tasks within a job function represented 
som(- logical work progression. Tn thi.s case, tasks wore arrang<>d 
sequentially and the cluster marked to indicate the basis Tor array. 

All cluster names and the items in the clusters in this matrix 
arif not identical to those presented in the individual occupa^tional 
matrices because all tasks were not asked respondents in each occupa- 

tion. Therefore, tasks were judgmentally assigned to clusters which. 

> 

had been formulated by the cluster analysis procedure previouslty 
describtsd. . ' ' ' / ^ 

^ Qjiestionnaires for the executive housekeeper, custodian, 'hospital 
housekeeping -aide, and residential maid were based on a one to five 

1 ■ ' • , ^ 

point scale. However , responses w^re cpded.-sb that a zero would ^ndicatc 
a task that was never done« Responsies were coded according* to the 



following i>i<tn: /(X, l;-novor do this task; 1, 1 do thi^ ta^^k al h-ast ' 
once a year; 2, I do this task at least once, a month; 3, 1 do this ta-^k 
at least once a week; 4, 1 do this task daily. 

yox the occupationb of executive housekeeper, custodian, ho^^pitai 
housekeeping aide, ^and the*^ resident lal m^d which arc reported on a 
f ive :point scale, the frequency of task performance ' is indicated by the 
following symbols: ' A, tOie task has a mean scoore of 3.00 to 4,00 which 
suggests the task is perijp^tmed at least several times a weeki 'B, the 
t^'.sk has a mean score of 2.00 to 2.99 which .suggests thc'task is per- 
fprmed several times a month; C, the task has a moan score of l.OO to 
I .9^) which indicates thv^ task is pc^rformed several times a year; D, X,)u^^ 
task has a mean score of .01 to .99 which suggests the task is performc^d 
less than once a year; the task has a mean score of .00 which suggest 
that^the task is never done. ^ 

For the occupations of homemaker/home health aide, hotel/motel 
housekeeping aid^, and nursing home housekeeping aide which are 
reported on a "three point scale, the scale was divided so that the 
numerical dix/isiohs.>.are essentially equivalent to the former 
divisions based on frequency of performance. The frequency "o? task 
performance is iniJicalJed as follows: A, the task has a mean score of 
2.30'^ to 3,00 which /suggests that the task is performed seve<ral tirii^s 
a week; B,-the ta|lc :has a mean score of 1,90 to*2.29 which suggests 
that the task is performed several times a month; C, the task has a ^ 
mean, score of 1.50: -^o )l.89 which suggests that the task is performed 
several times a. year; the , task has a mean score of 1.01 to 1.49 
which suggests that' tbe task is performed less thah^once a year; 
the task has a mean score of 1.00 which indicates tha^t the task is 
never done* 



rs t 



Examination of the first matrix reveSls commonalify of clusters 
of tasks* across the three execut ive'*'and supervising housek^^ing 
occupations. All tasks within the clusters^ were performed In all 
throo occup^ltions. Housekeeping procedures atid planning jjrorodurc^s 
woro both clusters most frequently performed in the exoc6t i vc^*: hou^^- 
kooping.and supervising hgusokceping occu^tions. E:^amiriat ion v>( Jhc^ ^ ^ 
third occupation, housekeeping directors, ^ reveals clusters; houses- 
keeping procedures and' safety and sanitation the most frequently 
performed. The linen procedure's cluster was the least perfori^d in ^ 
all three occupations. There were no tasks that were not performed 
•by any occupant ion-, however differences in frequencies did occur, as 
can be observed in the matrix. 

Examination of the second matrix reveals coq^^onality -and^unique- 



/ 



ness of clusters .of tasks when comparisons of t^^, six occupations are 
made. Tasks related to safety, general cleaning, sanitation, and floor 
care are performed frequently by all occupar^ns. Each occupation per- 
* forms tasks in clusters concerning care of window treatments, management 
of cleaning equipjnent^ and supplies, linen replacement and disposal, 

■m' ' ' ^ 

maintenance of kitchen, and inspection of physical facilities; •hbwever, 
few tasks within clusters are commonly performed by; all occupations* ^ 

0 

With the exception of the homemakef/hoiue health aide the cluster laundry ^ 

■ . . — ; - - — / 

procedures was infrequently performed by all^ oqcupatiogs. I 

Seven clusters represent unique tasks performed! t)y singl^ occupa-' ^ 

tions-. ' Three of these clusters, maintenance of outside facrlities, 

operation and maintenance of power equipment, and preparation for group 

' . \ ^ • ^ 

events, are specific tasks of the custodian. Two cluster^ are' performed • 

■■■ ■ • '■. . ■ - ' . -. ^- ' ' . 
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iirqiuMUly oiilV^^y t'ia-. honuMnakor/homo hcaltif aid<s t hry aro: food • 
in-<)durti9n and care of ilJ^ana disabled adults. Car^^' of isolation units 
iS'uniqu^^to tho hospital housokooping aide, while performance o\\ tasks 
reia,tcd to job requirements in ea,ch home is 'unique to the residential 
.maid. ' • .* 



1 



♦ 1 



•ERIC 
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TASKS l>I:lsM'()UMIvl) IN I Nr>T ITl iX J ONAL AND HOUSfvMOLD SBRVl CI- arUPAT TONS 



Ta'-.k Clusters 





:upat io,ns 
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A. Housekeeping Procedures 



11 ; 



4>- 



i 



r V 
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Makes memorandum of work and repairs to 

be 'done • ^ ^^ * 
-Recommends needed improvei^ents and repairs 
Inspects and reports damages^and 'missing items 
, items ' . ; , . ^ 

Keep supplies i^ storeroom or closet 
• organized and^aiicessible^ 
Maintains adequate stocks of supplies and- 
•equipment ^ ^ . . 

Distributes*^ supplijes and equipment^ * 

Planning ProceldureS ■ • ^ , 

Inspects work of persons under supervision^ 
' .Helps to coofdinat.e housekeeping actiyities 
with 1^e total operatioil of thjs institution^ 
^ As.signs areas of work* for. each employee^ 
. 'F^lans work ^schedules for employees » 
Schedules wo rki-ng hour's for all housekeeping 
employees^ ^ - .^^ 
' Sets up procedures and standa-rds for jobs 
*to be dg/ne 

Revi^^ housekeeping procedures to improve 
efficiency * / . 

•C. • Safety and Sanitation . 

^ Inspects* public spaces, fo^r cleanliness 
/ and ordei: • ' ^ ^ ' 

\' Examines reports of improper cleaning 
. '-^and 'visuai^'Iy inspects area in que^stion * . 
Works; with administration in meeting 
standards/requirements* regarding safety- 
sanitation', ^ " ' *- ^ • ' .^^ * 

Explain safety program to employee'^ 
Tnterpr^ts'* sanitation code used in- the a,rea 
Conduct-'^ongoirVg ^program in pes>t control^ 



Tasks added on, rartibrtal judgments* 
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INSTITUTIONAL' A^D HOUSEH.OLD SERVICE OCCUPATlOiMS 



" Task Clusters 



performance Rate 'of Tasks 
* 

Occupations ^ 
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D, .Personnel Management 

Sees that employees are dressed neatly ^and 
attxact'ively in clean-well fitted uniforms 

•Investigates complaints made by staff and 
workers ^ * , A 

Assists in resolving complaints .regardihg-"*.^^ 

• ^^housekeeping services or equipment 
Maintains r|cords of the housekeeping 

departme^nt 

..Assists o^n^ resolving guest cpmpl'aini&s about 
^. rooins or service * '* 

\„ Explains new policies or programs to 
sypervisprs and/or ^employees - 
: Defines clea^lines erf authority for workers 

• Provides special instructions to meet 

change of policies or emergenoies ~ 
Setg. up payroll for employees, supervised^. x\ 
Corresponds wi'fh persons in similar posi^iorii 
^ and at^tends s^inars - meetfrigs to^maintaifi 

.and improve tec^Hii'cal and jnariage'rial 

abilities^ * . * 

Prepares budget for housekeejiing expenses^ ' 

. ' • • ^^^^ - ^ - 

E* Training ^ ^ * . * ^ ^ 

• , Explains and demonsti-ates housekeeping 
tasks to .employees individually 
Instructs employees or; job in new procedux'es 
the use of- new equipment' 

Reporting .to Manager " 

Forwards supplies arid material. 'i?;b.quisit ions 
.Jp manager or 'purchasing a^ent^^". ^ • • ' ^ 
Make T^gular>' reports to "the management on.. 
• progress . of ihe department ^ ; 
! Maintains and /submits' Wbrk Treport^s* to 

manager ' ' , ' ' . ^ * 



^Tasks .ajdded on rational judgrTfents\ 
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INST1TUTI0N?lL. km household' service OCCUPATfONS 



A h 



Task Clusters ^ f Performance Rate of Tasks 

- a> CO) 'H 

•H O 'HO (1) 0 

p ^ > ^ ^ p 
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0 0) <u cn 0) Q) 

X O 3 0 o -H 



Housekeeping Standards 

Sets standards for, job performance (on "the 
basis of job analysis) 

Investigates and evaluates new house- 
kcGpin^ methods, supplies and 'equipment 

Re'c ommeni^'i'o^o I Qca t i on and use, of equipment 
and space, to' improve efficiency 
• Inventories housekeeping supplies and 
equipment^ 

Conducls study of equipment ' use and, space 
Allocation to improve operating efficiency 

-JJ.^ — ^Recruitment and Placement ^ 



^ • Assign new^erhpLoyees Vb work witbvexper ieqced 
workers .in^ ^^rnin^ housekeepings tasks 
Interviews prospective employees 
Hires and discharges employees 
• Recruits prospective employees 

4^ ^ . - 

I. Furnishing and D^coratjing 

Purchases or assists in j^rchaLing supplies 
and .equipment 
' Suggests jfurnishings 'and refurnishings 
Suggests cos^ of replacing missing dr 
'damaged articles 
, Confers with manager .on coloring iind 

arrangement^'for decorations and remodeling 
Selects paints,' fabricts, furniture 



A 


" R 


c 


B 


B 




C 




c 


c . 




\'> 


C ' 


B 








J- J 


;b 


C 


'C 


B 




c 


B 


^c 


c 


c 


e 

•* * 


c 


B 


B 


' B 




C . 


C 




c 


B 


c 


c 


. B 


c 


c 


• C 



Taslft added' on rational judgments. , ^ 



LN.^'WTUTrONAL AND HOUSEHOLD .StRVlCn- OCCUPATJOiNS 



Task Ciustevs ; ' - • • \ ' ^ / Pe'rf Q;:m'anC'<=*' R^tei^o.f TaSks. , 

/ ' /^./ Occupations; ^ \ 




'.V 'tI ^\ ^ /'HQ) Q; O 



I , '4.. Linen 'Procedure.s , . \ ' ' - . ' ° ---^ _ . ' ' 

Interprets linen mending procedures '^^^ C C D" 

Checks laundry bills for cprrec,t cbairges ' ^ C .^C D-- ' 

Orders linen from the' wateb^use . ' ' ^ C" C-^j^ 'b 

K. Items Not Identified with. Basic Cluste'rs- , 



Gives "dlrectians t;o guests '* ./ • ' z^-'-r .B A, B 
. Maintains lost and found file- - ^ - "B>' B C - 
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TASKS PERPbHMED IN .DiSTITOTIONAL AMD HOUSEHOLD SERVIC& OCCDPATIONS 'i * 



k Clvuit«r8 



/ 



P»x*forMHO# Rat» of Taakt^ 
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k. Provisiowr' for Safety 

▲flsiat in oorracting.hasmxxioas 

conditions ' ^ . 

Identify fajatz^oaa conditions ' 
Rsport accidents to proper person 
Recognise and report /indioatims, of 

pfrsonalt jphysioa?.* ind wntal ' 

probleas ^ 
Give first aid ^ 
Plaee oantibn signs nhere needed 
Report hatardoos oonditions^siioh as 

fftgred electrical oords ^ ^ 
Test ale^ and eMrgsnoj equippsht 
^ (beliel^f^ alarms* BtMd^hy t^tm) 
.Keep fim extinguishers in good 

sorking order 
Inspect plsgr equ^pMnt ( swings » slides » 

etc.) for safety 




A 3 < C^; C ' B C 

A A'*^ B A . 

B ; B B B , C / 

;v'^ A^^ C B^ 

. ;c b/- D . . 
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. . . ; . B 

B' • • m 9 • 

C • ' - # • 
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^An A iQdioates jl task which is perforasd seTeraI''tiMs a week; r 
Brindicates a task.idiiQU. is perfoi^^ tiMs a «nth$ C. lndi«» 

cates' a t4sk iM6h is perf ofsed. several tiJiss a yesr} b. ixi^oate^ la ^ 
tiiak 'which iii perforiled less than once a . year} indldat^s a task 
wh^ ii^ never dene; and • indicates a task not asked this 
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IN||ITpTI0i(AL AMD HOUSSHQID SERVICE tXX^qpATIONS 



Tuk Clust^ri 



PtrfonMttic» Rfct» of ^Taato 
OocttpaUonB 
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B. P«x^orMuno« of Q«MraL^ ClMninf Tteks 

i. , Malntmano# of striM^iiral fMturM 

RanoTt spots fron woodnoiMc 
CUan ahalTes ^ ' 

. Dost idiolvos 

« Cli«n; 0l080t« 

^^ClMn'|pL•8• 

' iSpot i^an ifalls t , 



B B 



K B B ^B B B 



Drx^dMt walls 
Vashl^ndoifs 

a* \fuii vindicms ftrosi^sid^ 

Wash imlls lagr h4uil . 
Rsstors ^ordsr ^ olo«sts 
C^Uanoslling ^ | 

a* Ory-dnst oeillk% 
h. Wash oaillhr ' 

Wash wOls idth iMll mahinc 

■abhlrw 
Clean TarxdLsha^'iiDodMc^ 
Wa«b awl day fmiiAM'jnodatoiek 
Clfaa fix4plMtt.|Bid hMtrtlT . ; 
CliMn Muinc lil^t f itai^taras 
Claaia telbk walls ; . ? 
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tNSTITOTIOIiAi AND HOUSIHOLb SSRVICB OCCUPAnONS 



Task Clustars 



■ i 



ParfonMBwa Rata of'^Ttftai 
Ocowptttcm 
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Z. Carv of forniabiiift 



Dost vbodNork, fomlttir*, plotor* 
fraMs, U^t flxtarae, «iid 
radiators 

a. Dost fwmltve 

b. - Dnat radiators 
o. Dost piqtvrs fnuMs 
d. 'Dust li^t flxt«r«8 

°^^liMK»v« Spots froB ftumitori 
, Mots it^tors as nsesssaz^ for 

olosiiinff iNunposss 
Clssn wood fornitoro 
Clsan astal famitwrs 
Wips off Tliqrl covsrsd npheUtsrj 
Wax Kood fnnittirs 
Clsan with a dai^> olotli foxnitors 

within paUsnt*s unit soeh as 

vsdimtor»^ window siUs 
Dost ooUsctions and ,rst«um to 

py ops r plaos : 
Tom saat eashions on daTsnports^ 

or ohidrii' • 
Clssn spodial nstaX svrf aoss sooh 

as brass* oop^r, fslii, and 

' Tsovan firnitwrs ^ 
BsMfta> spots fron- v^i^ielstsrwl: 

fomltars. . , 

Shaa|>s6 upholstsrsd f^irnitturs 
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INSTITDTIOIUL AND HOOSEHOID SERVICE OCCUPATIORS 



Task ClMt^rt ' 



Ptrf or«mo» Rat# of tuikm 
Qootgpitlong 
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Waah anl dzy bathroM flxturM mc^ 
Wkfh tll# iiaLl0 

Clean* gliuit or plaatio ahoMr door 

RaMfvo aolxi trm bathroaa anl .^ 
ah amar araaa 
' Claan ahowar ourtain 

Claan ULook tllaa 

Claan filt«ra ift\Tanta in kitohan 
^ a^dl/or bath^ 



C« , Sanitatiail of Phjaloal FaoiUtloa 

Riayra aocimni atort traah A^/roooa/ 
' ^ .Air/ room.' 

^^\ttarn' Mttraaa >^ 'I { 

; iUr badding^ liittra.iaoat and pHlowa 

^ Diainf adt bads 
^ . Inaart fk^di iiaatobaaiDat linara 
matabMikata ^ ' :^ 
Wa^ aad dry naatobaakata ^ 
. Rq)ort rodant and Inaaot 8i|^Unga 
Uao paaiioijdaa a]3paropriAta]y % 
Diapoaa of dirty linana in appro- 
: I^ta pla^ ' . _ 
. V Claan vitli a dauip oloth fumitvra 
iiaed dix^otly b|f patiant tttoh^aa 
bad* tt>7tp>wm^ 
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Vaih drlakiac f ovntaii^ with diiili. 

JtMQfvw toKLtad Mtttr fspii flal«rt 
llipoir* TOHittd anttar ftw fomltvff* . 
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INSTITDTIONfL AND HOUSSHQU) SERVICE OCCUPATIONS 



Task Clu0t#r8 



P a r f onMiiot Rat# of T>akg 

- OoeupittloM 
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D« MaintmanM of Iloori 
1« Maxraal prooadnras^ 
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Scrub floors othsr than bathrooa 

floors 
Scrub bathroott floors 
Clean r««s or oarpot bqr hand 
Claan floor irlth a dast mop 
Wst«a&p and rlnss floors 
SvMp oonorsts floors 

Spot-nop floors 

Ifep corridors 

Clsaa stalrmys with a mt nop 
Shavpoo rags or oarpst by hand 
Shako ruciB 

SMMp fla!9rs vlth a broom , 

Msbhanical prbssdons 

/ ' 

Vaouam floors « rugs« and/or 

carpets 
Ssobve spots froa rags 
Wax or apply finish to floors 
Buff flocMnitlt buffing aaohine 
Use scrobbdu^ Mb^^ to scrub 

^Udors . 

Miehine ^lap^ and carpet 
Operata sat ,^Lok*up Taouua to 
ribaova laiia aaounts of water 

:tvm tlaon ' ^ 
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Ui^fXTUlflOKAL AND BOUSEHOU} SERVICS OCCUPATIONS 



1 



Taak Ghmtmrm 



FirfWMPO# Rate of yasto 

Ooetipatlbm 



c 

•H 

0 ' 

u 



0) .H 



^CtJ 4-'*fi^ V^^ W>H 
E(i) 0(/) Of) QJ'TJ 

.13: Z.X XX cep: 



E« Care of Woadcm TrMtMiit« 



Vaotom draparlas 

Bang draparies after^ olaaning 



D D .J) C D B 
0 • • • C C 
D • • • D 



a# Dott Vemitian blinds 
b. Wash VaMtlaa blinds 



B 
C 



RaTa draparlas olaanad Iqr a 
iroial dry elaanar 



• > • f • C 
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DISTITUTIDlttL JUO HOUpEBOID SERVICE OCCDPATIONS 



Taak Clusters 



Hrtdrmxk6% Rate ef Tmks 
\ OooTtpttloos 



1/ 



•H 

7:5 
o 

(/) 

u 



O (/) 



5 ^ 
XV 

•H 

C 

•H . 

0) o^ 



0) 

<TJ< 

0 W 



•H 

c 

0 



:x XX ??:x* XX 



f» Mftiui^aAsnt of Cletnlnc^ Eqaipamt and Sitppllss 



Prspare artiolas and sqQlpMnt on atllitr 

cart for day's use 
Cbooss produotstutaofanlquaSf. 

praotloaSfi. ud sqtdpiwnt for Job 

at hand 



D ^ C A 



B C 



B 



' a. .CfaooM tepfifiiques tcr Job at hand 
b» * Choose oqulpMsnt for Job at hand 
Choose produots foc^ob at hanL 



Store aquipnent'iqpproprlatelj after 
. Me , 
Clean equlpasnt after oae 
Ritport oleaning suppljr nseda 
Reoonsnid needed i^roveasnt and 

repairs to proper parson 
Uee oleaniog equljpMnt eooh $B^rmswm 

oleaner or eleotrio brodsi 
Store oleyinf solution after tuie 
Looate cleaning eolirtions and equip* 

aant* for uee at aaph hone 
Use speoial oleaning solutions idiare 
'desirable or is requested (sooh as 
▼inegar«^ter soltftion for elrrore) 
E^pty^jraouue oleaner or eleotrio broon 
R^^laoe bags ' in. vaounr oleaner or 

^eotrio broaa 
K^lean^ppuer equipawit (buffers* 

aorObberSt Taouunr) ^ 
Repair aanually. oparatad equiua^nt 

(ladders, bruabes* vringers; 
Kaka an inventory of oleaning equip* 

wnt on hand 
Report Qondition of oleaniAg equipbant 

on hand 
Porohase o!^an^dn^^ 
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A 
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' iMSTIIOTIQNAL AND HOUSEHOID SERVICB OCCUPATIONS . 



Task Cluatari 



PirforMttio» Rata of T^^a 
Ooettpatlona 



Inspeotloii of Fhgrvloal Faoilltias 
AdgSat boat 

a* Adjiiat heating and cooling for 
larga paUIlo araas 

Check llghte and rooM equipDnnt for 

replaceatot 

i 

m. Replace light balbe if neoaesazy 
b« Check lighta for raplaoafwit 

Check rocJ for^itab left by goaata 

or patienta \ f 
Make oroos |repori^\. 
Inapaot roooe for damage 
Report it^Mi miaaLng* txom ^Maa 
I/>ok antninoe and oataida dobra 
Unlock aniranoa and oataida doora 
Cloae iiiQd|oir8 

Check docka thrpui^iont building 

for corrWct tiw > 
Check fdel aup^ 
Raaat alecyioal Circuit bMakara 
Check elevatora for profM voridng 
. ccnlitiona ^ 
Read electric aatara 
Read vater netarS^ ^. 
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A .... . 

A . . . . . 
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INSTITOTIOKAL AND HOUSBHOIi) SERVICB OCCUPATIONS 



Clusters 



P»rf orBMncs Rat» of Tsaks 
Ooottpaticns 



H. Linen Replacea e nt and Disposal ' 
Halw bMis 

Replaoe bad and bath linens 
R«mo7« 80l^«d bad and bath linans 

a. Reaore soiled bod linens 
ba Renore soil^ bath linens 

Provide guests or patients idth 
additionsl dispoqjftble patient | 
supplies 

a'« Refill papier towel dispensers 



. Dispose^of^dirty'TJawisTn j^S^ 
place \ 
Collect soiled linen trm social 
gatherings (tablecloths* /iuq;^^ 

I.. ^Laundry PMcednres , ^ 

' 4«' Washing* 

Sort and coant linens sent to 

lanndry * . *^ 

Sort laundry before vashihg 
^Lamder dirty iinif€>r«s 
Reaore or treats stains fton iteiis 

to be clamdez*^ 
Pretreat hiaaTlly soiled iteas 
fdr ^ 

Hashing solution bjr ' ^ 
feleoting am)ropriat^ detergmts^ 
bleao^St^ And other laundry 

. jprodttcts . 

Seleot appr^oata lAter teapersr 

^tpre for laundry 
Do ii|^ laimdry ' 
Do* l^xtndxyijusiiig fmsber 





0 <tj 

4/) (XCn HTJ 

X ux u)X (O-H 

- OCX cc::r 
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B <A 
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C C 

C' D 
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c • 
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B 
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D 

i 



c 
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c > 



•0 
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B D 

B D 

B 0. 

•1 • 



■ * 



D 
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•C 



^Tbis cluster reaxranged logiel^ order of perf oraanoe* 
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IHSTZTOTIONAL AMD H( 



)U> SpyiCE OCCUPATIONS 



Task Clusters 



/ 



Ftrf owncs Rate of Tisks 
Oeogpatlene 



0 •H • 

nj a < Oh -h 

4-> M rH (/>D^ CXO^ 

(n X u*M (fiX 

d E 0 Ow *d (/) 0 (/> 

u 2 X XX XX 



0 . 
V 

ftJ< 



P 

c 

0 

Dig 



2« DryiAc 



Bang olothes on line for drying 
, Select appropriate teaperatore 

^f or dryer * 
. Drj clothea ty aaohine 

3« IraoiAg and storage'^ 

Fold and sort olean laxmdry 
t^teok linens returned fro« lanndry. 
Iron olothes ly hupd 
Stors olean linens in appropriate 
plaoe 



J. ' Maintenanoe of Kitchen 



i. Maintec^moe of vprk^ 



Clean vork tables and sinks in 

kitcl^B^^ 
Clean poroelaia enasal sinks 
Httn jpill kitohen articles such 

as oewtsters» snd spice racks , 
Clean>|iatnlest steel sinkflT; ^ . 
Wash dry exteriors of kitchen 

ctipboards ' I ^' 

ClMoi^ Aboard interiors ' ; ^ 

SeplMi shelf paper in ciq[>boards 
Use siliocne spray on dr^Mr ronnft^ 
Help iorraage and. ftore kitohni 

Clean assigMd ^□reas irithLn WLtQhen' 
Clean desiffaated area ef puntiy . 



B D 
B D 



B C 
C C 
A D- 



D 
C 



C 
C 
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D C 
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B 
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mSTITUTIONAL AHD BOQSSRQID SWiTCi OCCDPATldNS 



Task Cltmtani 



Hrfprmmoo9, Rat# of Tasks 
Oooroatlona 
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•H 
V 
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U) 
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XX 



0) Q) <tJ 

O'H -H H'H 4J 

5:< o^< c 

\ C -H 

00) 0(/) (pfTJ 



ERLC 



2. ^Care of if^dlanoas' 



Claan mxtmrior of range 
Clean oran 

Claan bomar dbrlp pana sii rang^^^ 
Claaa and/or dafroat^nfrlgarator 
Cii^an interior of rtfrlgaraW 
^ Clean avail Htohen appllan^aa 
aacH aa aixara» blendara 

Care of taULaware^ 

Sovkpm and •taok dlabas \ 
Wash dishes Igr hsnd ^ 
Vtash «a,tsr glassss 
/bry dishes 

^ Prepare, dishes for sutoMiilo 
dlsbmsher 
Load sntonatiiO dlsfaMssfaer ^ 
. Operate and ei^ty iiabnMbdr 

a. Operate aatonatlo tlishwashsr 

b. iHptjr sMtoaMitlo distaimsher 



Store dishes 
Polish sllTsr 



B 



• • V • 

B D |) \j 



A 
A 
A 



D 
D 
A 



C 
D 
D 



C . D 

i ' i D 



^This olvuiter -rearranged in logloal order of perforaanoe. 
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INSTITUTIONAL 'AMD EQOSSBOIi) SERVICE OCCUPATIONS 



Task Cltitt«r« 



IfiBrtwImxiom Bat» of Twkg 
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K. Food ProdnoUon ^ 
1« Monu planning 
Plan smIs 

AdBpt f«|d]^ Mala to SMt taaalo 
dally^nati^ional r^quiraaanta ^ 

i^iapt f asdly aaala to ootitcnk to 
di^ta racoHBendad doctor 

Plan «aa of laftorars 

Salaet^raolpea 

Chaok Mm for intareat ihd 
attraotlvmiaaa 

Taka innrantoriaa of food auppliaa 

Prapara aaxicat ordir 

Porchaaa food 

Stbra food' - - 

Zm Pood praparaiion' ^ 

Cleaiif praparot^and/or cook 

Tariooa fooda 
Prapara batwaan Mai noariafaMnta 

3« Food aanrloo 

Sat tabla 

Prapara parsoo^r Ma|r ofjjtifl^__ 
, t ' Sanre ■aal»_ . _ ^^^C - ^^^^^ ^ 
DallTar aaal traya to rooaia ^ 
Tell paracn ba^g aarrad intaraatlng 

Itaaa about food aorrad 
Rewvia aollad^diahaa firoa rooa 
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^fhia cluatar raarnngad^^^^ of parforwnea« . 



DISTiniTIOKAL AND HDUSEHOU) SERVICE OCCUPATIONS 



Tuk Clusters 



PsrfopMnos Rate of Tasks 

QoouDatigns 
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0 if) 


0 03 
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Cars of m and Disabled Adults 



5i 



RenoTS free room personal clothing of 

gttssts or disabled persons 
Relisre persons of the pfaysloal respon-* 

sibllltj of their tasks as needisd 
Tom ^ back bed for gaest or disaUed , 

persons 

Assist vith drassing of disabled ^ o ^ 

orl3Ll : 

Run errands f 03^ the disabled or HI 
Feed disabled sdults 
Disinfeot and sterilise equipaent for 
, the ill pe»on 

Assist ill or disabled person clean 

draiieirs'*^- ^ - 

Reoind person of pfagrsloiin's orders 

end hflp thy person carry oa:b these , 
^ orders *^ 
Assist 'in oarii^ for the hair of. 

disabled or ill persofxs 
Prs^Mure trsys for ill or disabled 

per s ons 
Assist, adolts^ifith bath 
Wxdte letters for the disabled or ill 
^sist sdults vitb care of dentures 
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piSTITDTIOKAL AND HOOSSHOID SERVICETDCpUPATIONS 



Task Clustart 


Hrformmde RfcU of Tamka 






^>o<mpatlcn8 
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E< Oh 'H rH*H +J 

^ ^< a< a3< C 
\C \ C +-» 0/ 
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U>-i Q) 0\ (f)0\ CXiO^ •H'O 
^(tJ v;^: Ki^ 0);^ a)-H 
so 0(/) 0</) <D(TJ 

xx^ 'zx XX c^:^ 
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^ N« Child Care 



TroAt ainor in jtirles mioh as 

soratchea for ohlXdran 
Aaaiat with feadijig ohlldran 
. Dlaolpllaa ohlldran aim naoaaaary. 
Supenriaa play of ehildran ^ 
Comfort hart or upaat ohild, 
SnpmrtlM raat perloda for ohUxlran 
Aaaiat with bathing of ohlldran 
Svqpanrlaa and Inatnaot ohildzm In 
* parf owing ohoraa 
Aaaiat ohlldran In praparatlonr for nap 
tlaa 

Aaaiat ohUdrtn In pi^aparation for bad 
^ Tall or read atorlaa to ohlldran 
^Prapara babgr f onuOa 

Floral Arrangaaanta and Planta 

Wat«r and oar*, for plants 
Clean artlflolal floirara 
Wash or dturt lsaTes of plants 
Rwrange olaan artificial floUrti 
ia oontainar 
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C 
C 
C 
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c 
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c 
c 
c 
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mSTITUTIONAL AIO HOUSEHOID SERVICE OCCUPATIONS 



Task Clust^ 



Perfox^moa Rat» of Tasks 
Ooc^tt>atloos 
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u 
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XX 
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0: MalntmanM of Oatsids Faoilltl^s 

Wash ulndoiCB fro« the odtsids 
SwMp sldsvalks 

a* Smep valk or steps oatsids 

Perfont flag dutl^es 

Rs»oTs snow and dsbris trok sil«rMi3Jca 

Sallb and sand sidsvalks 

Mow laim ^ * 

Raplaos taroksn glass windows 

Maintain athletic fields 

Store playgrbimd and. ^syn eqnipMsnt 

Tria shrubbsxy . / , 

Clsan window BCf0nB 

Rake letres 

.Set up outside blsaohers 
Repair roof of building 
Apply fsrtlllsei^ to lawn 
Water outside flowaxie 
Renore sorsens or stom windows 
Install scrsens or stom windows 

P# Care of Isolation Units 

Wear special clothing to prerent 

infectious organisias froai entering 
^ of leering isolation unit 
Clean and disinfect the isolation 

unit- 
Handle and dispose of contawinated 

trash from isolation units 
Handle isolation unit laundlry , 
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B , , . . , 
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INSTITUTIOIOL AND HOUSEHOID SERVICE ' OCCUPATIONS 



TaaV Clusters 



Perforaahos Rate of Tasks 
Oocitpstlons 
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••H 
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0) QJ 
0'H 



O 0^ 
0 CO 
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4-> 
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Check boiler imit 
Make ninor repairs on equlpntot , 
Perform ffllzK>r plunbing rspalrs 
Perfom alnor repair qn heatlzig plarit 

or auxiliaries 
Operate inclnenitor 
Oil and^grsase iHUfioal equipnsnt 
Replape faulty f^uoet valres and 

iraahers 

Oil and greaee boUer equlpnsnt « 
Perfoni minor electrical wiring 
" Repair .^^omer .equipaent 
Perf oral ninor repairs on fomaee 
Clean exhaust fan filters 
Clean unit rentUators and al^ 
conditioning filters- ' 



A 
A 

B 

B 
B 
B 

B 

B 
C 
C 
C 
C 



R. Job Hequlreasnts in SaoK Ho«e 

Look for task list at each liome 
Woi* around pets 

Tal^c to -eqalqjrer or felloir eaplpyee^ 
tq learn recooBsnded cleaning, . . 
procedures 

T9lk to l^ilKiimer to leam^recoMeixled 
cleaniw 

SstabliaiL illTorable wox^djotg climate ^ 
yith olSjxiren who are present in 
the bone 

Xjsep records of the awnuii of tias spent 
•at each bousehbld 



n3 
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CD (1, 



Q« Operation and Maintenance of Power Bqulpnent 
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B. 
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DISTITOTIONAL AMD • HOUSBHDID SBRVIGB aCUPATIONS 



.Task CloBtars 



Perf OCTMUioa Kite of Taaka 
, ^ Oo<mpati<yiy * 
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Preparation for Oroup S?a|iia 

Waah nhalkhoardfl and cImxi erfiaara 
RaBKsre gum *trom daakst tablast and 
ohaira 

Arranga ftirnltiira for olaaaas qr^ 
oonrantlont 

Adjtiat aaata and chairs. 

Sat pablio addraaa sjrataiiM 
. Adjaat pobOLio addrapa syataoa 

Raiaa and loaar daaka 

Sat 1^ audio Tiatial aquipttant^ ^ 
, MalAtain andio riaual aqoipnant 
/ Sa!t up oocxrantion and aalaa displays 

Pdai siipis fox^ sdrartising ^ 

Dacorata«rbostt for aocial gatharinga 



B 

B 

B 
C 
C 

c 

D 
D 
D 

D. 
D 
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T. Miacallttiaous (noA-^slustaral) Taaks 

Idantify tins* Monayt proparty* spsoa 

and abllity.aTaila^a to da tha job ^ B C C • 
Oparata vithln arailabla faidly 

finandas ^ . k JD V \ . . 

' ProrLda ooi^)anionship and oosipass^on ^ ^ , 

for adulti • ^A*« B.. 

Aaaist with Mndlng ' ! B D D • • 
Quids and diraot l^)propriAta^ f aai^ ' 

■alters In aamndng Tarlous tasks • >*C D D • , • 

; Glaan laundry aftpraga araaa ^ • • • • C C» 
Raoaira oocqplaixits for rajpidrs naadad v 

, in room ^ " ' . k 

Qrganisa atorarooM U B • • • • • 

St^r?iaa nii^t aranta 'Vc- 

Da roatim^ painting. ■ > I C • • • • # 

Clsian alanttorti < H • . . • ' • 

Chaok attandanoa at noon luaoh hour D • . . % . . 

Collaet faaa at noon lunoh hour D 
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Mager, .Robert F. and Beach, Kenneth M. De\>e loping \lQcational instruction 
^aio Alt'5', Cal-ifornia:^ Tearan, 1967. . , ' 

■ ' V ' J ^ * 

Science Research Associates. ' Household workers, occujiational briefs 
#2f>5. Chicago, Illinois 1964. , . 

t ' ' 

Shipley, Anna F.-^ Analysis of tasks in three home related oc^pations. 
• . unpublished master's thesis. Iowa State Unirversity, Ames, Iowa, 
1967. 

State Depa(S^^^nt of Education. ^ Mi-nor maintenance - fustodial training 
coifrse. ^^^allahassee, Florida, 19691 . 

(. " 

United. States Department ^6f Health^ Education, .and Welfare, Office of - 
Education, Di.visioh of Vocational Technical Education. Building 
.^s1:odian: A suggested guide f^or a training course. Washington, ' . 
. D.C.: 1969.- . . / ' 




United States Dopartmont of Labor, Manpower Adpiini strati on, Bureau of 
Umploymcnt Security. Dictioiaary of occupational .titl^^s. Vol, I 
and il.' ( ^rd ed.) Washington, D.C. : Author, 1965. 

/Unitod Statos Oepartmont of Health, Education, ^ and Weifaro/' Of fico 01" 
Lducation and United States. Department * of Labor , ^Manpower Adminis 
tration. Voca.tionai educa'tion and occupation^. Washington, D.C. 
author, 1969. ' 




Many of tin- p(»rsCM')s in the'Caroer Education Division, t lii^ low.* 

. , , . . . , ^ 

DGpartmcnt of .PubUc Instruction,, were consulted for ti^is rcbearch 

' • . . . * 

1 

project:* 'OthGr oduca^tors in Ipwa were contacted -ig^^ally/ Thg* folr 

lowing persons wcro specifically asked for advice on this project and 

thoir man>'^ helpful suggestions .were, greatly a^rcciated/, 

Mr. David BrouTi; pkeoutifve Housekeeper, Mary Greeley Hospital, 
^ ^'^^^'j. Iowa. . ' . « ^ ^ 

Mr. Donalvd Benfly; Executive Housekeeper; Iowa Methodist Hospital, 
> Des Moines, Iowa. , 

. , • • " , 

Mr. Simeon Gordon Dowell-, Instructor jN-^'ire Service* Educat*ion, 
lov;a State University, Ames, lowaJ * ' - - * 

Jean Aiidrew, owner. Sparkle M^id Service, GilUert, loto. / • 

^ - . ' ' * - ' . / 

, ^ Mr. Charles F, Fre'^eriksen, Director of Housing,, ^ov^^a State \ 

University, Ames, Iowa. • . ' " . ,^ 

' • = . ' ' / , ' 

^ Mr, Maurice Williams and >Ir. Rog^r Sa^tory,' Execu-ti'v^ Housekeepers, 
Drake University, Des Moines, Iowa. ^ , ^ 

Miss Agnes Gutmann, Exe^cutive Housekeeper,. Cedar^Rapids , Iowa: . 
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TASKS IN INSTITUTIONAL AND HOME SERVICES 



Inbtruction Sheet 



Th€f Home Econom-ics Education' Department at Iowa St^te University; 
is'^presently cor ductin'g research to determine the tasks ' performed 
by employees in* Institutional and Home Service Occupations. We \ 
have identified s'ome tasks in the Executive Housekeeping 'and Head 
Housekeeping ar^k but need your help in c^^rifying the tasks ^ 
performed in youf: particular occupation. \ " ' . - *' * ^ 




The questionnaire consists &f two parts. The first part concerns 
information about, yourselif ^ help us determine the characteristics 
of people inv61ved in these »occupat ions . Please fill in. the blanks 
ompletely. It is very important- that blanks 'npt belief t empty. 

: ' A ' ' " . . - ^^^^ 

The second part of the questionnaire is in the .form of a check 
/lr>sf . This list includes- many tasKs which might be a part of 
your job . The JjLs^t^also includes many tasks which- may in no'- 
way relate to your job.* Please r^ad. each item very carefully , ' 
and check according to the 1-5 scale listed below. 



7 
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(1) Check column 1^ if the task is one which you . /"^ 
would nev6r cio in your job; ^ 

^1*7(2-)^. ^ Check columJ^ if the task is one which you / // 
• "^oiight^-do at least once a year in your job. . /\ 

(3) Check CO luitfn ^ if the^t^aslc is one which ,y.ou.. • 

would do af- least o nce a'- month in your jobX-f^ ' 



^(4) Ch^k column 4 if the ta^M-s "one wH^ch y^u ,/ • .1 \ - \r >*i*4*' 
would do at leaTst orfce •^'^w<5ek/iTi ybur/-5ob'.j' - 1 \ '/ A ^ 



, (5) Ch^ck.coftimi\^ if ^-heytask is- dhe whi^hi^you 
woul^ do - every daV' jn yoiifr jojbi/', v Z^' [ 



On the 
you may 
omitted ^ i. 
very import^] 




'f; 



•HOl^SEKEEPING TASKS. 



CHECK'^'LIST 



li* ^{?<5j:rui/rs' prospective employees^ 

2. ;'JnteiV)icws prospect^! v,e employees__ 
3w:/MiTfe8 arid-'^discharges employees ./ 
4i 'jAsBign new employees to work with, 
. !.<J|^'xpeVienced workers in learning 
" ' ' " housekeeping tasks 



(&5^Iains 'and , demons trat.es^ hbusi^keepij^g 
:/t^^sk8 .to empipye^s^ individually ' ' ' y 



• Instructs' exripjloyj^es. on job i;n n^w -procedures 
/and* th<^ ' useiof* new equipment ' ' 



</ 7\-'<^'^'^p^'Mior\< sGi:ie6\xles for emj^'loyees / \ " • 
V^:y]8^. Sbhedul-es' Working hours 'fbi: *aTl\>^:-^ ' 
•'»r^it>usfeKeeping employees 




vi^.." . ^c.t's;Ja^ procedures and; stand^tds if^x -. 
^ 'Vv: ''-V'' jql^^^'v^b be dbne • " - ■ : - ^ * • ' ' 



^-M•(^^3v,^^^ .are^s^ of >work',f-6r^ eaeli/empApye<^ 

' X\*'\"^y^i^'^^'^ins\ subm^its WQ^:k repor^t^ ..ip-- 



12. 
.13. 

15^ 
16^ 



I9a3lar9fex; 

'.f^ets^^jup pa"}^rol^i for eiftploy.ees SuperyjLse'd'^ 



Prepao^es bixdget for housj^keepilig expe^ises 
Maintains records of the .housekeeping 



- depar tmen t 

Make regular reports lo the ^;management on 
progress 6f^ .the depa^ment 



Revise hoiise^i^ej^ing ^)rocedures* jfcd 
hiiprov^, cff ici^ncy "^' 




sConducts, study of equipment use and spacer- 
allocation to improve operating efficiency ' 
Re'^ommends relocation and- usie of '-^^ 

equipment .and -space to improve eff iciehcy ^ 

.^-Invest4.gal;es and evaluates new house- .* * 
keepin^mefhpds, ' supplies and equipment- 



Inspect SN.\rarl^-.of p-efsons uncjer supe'rvi^ionVr 

ts stand^ds^^or job per'f ormaoipe 
J^^on- the .b^sis,: of job ^analysis )^"^ 



I never 
db this 
task 



22»;ns Examines .^;eports *of improper c^eaniQg :a]grd 

\:>^sual.ry. inspects area in que\tion .>2^ v: . 
23^.J..,Dii tribute^ supplies and equipm^ent 



\ 



24.: '- Ghecks rauh^ry~1>ills. for correct , charges 

25:;'; Forwards supplies an.d mater i^ils requisitions 

io m.anagerNor purchasing agent 
2p,y\. fh.ventori'e^.hbusekeeping sufjplies and • * 
*t (^Jlecfuipment^ v'.; 



ijX^ in tains ^44^ stocks of supplies 



J and equipmcht 




9 v S 





1. 

I never 
do thif 
task, ; 


^ • 2 
'this 


3 

I^do 
this 


i 

- 4 

I -do 
this 
^ask— aH: 
least 
once a * 
w^ek 


5 

I do 


• ■ • — ^- 


onte »a 
year > 


once -a . 
month 


XaSK 

daily 


1; 28, Keep supplies in storeroom or closet 
' . , organized and accessilDle 












-29. Interprets linen mending procedures 


* 




0 




t 


30. Orders linen from the warehouse 








• 




31. Inspects and rep>orts damages and 
\ imissing items 












32. Recommends needed improvements and repairs 




- 








J J. Makes memorandum of wprjc and repairs 
to be done 


? 










^, 34. • Suggests furnishings and ref urnishings 












35. Conf.ers with manager on coloring and 

arrangement for decorations and remodeling 












' 36. Selects paints, fabrics, furniture 












J7.' Purchases or assists ip purchasing supplies 
arid equipment 






< 






38. Suggests cost of replacing missing or 

.damaged articles * 












39.* Inspects public spaces for cleanliness 
and order 












40. Sees that employees are dressed neatly and 
. attractively in clean, well-fitt^- uniforms 








« 

e 




41. Ittvestigates complaints made by staff 
and workers 


' ^^ 










42. Ass^&ts in resolving complaints regarding 
' housekeeping services or equipment 












43. Assists in resolving: guest complaints 
about rooms or service 




s 








44. Gives directions to guests 






* 






45. Works with administration in meeting 
s1;andards/requirement^ regarding 
. * safety-sanitation 












46. Helps, to coordinate housekeeping 

activities with the total operatibn of 
the institution , ' , 


f ' 








9 


47. Explains new F>olicie6 or programs to 
supervisors and/or* employees / 












48. Provides, special instructions tc»,meet: 
^hange of policies, or emergencies 










« 


49. Defines clear lines of 'authority for 
workers 












50. Corresponds with persons in similar * 
positions and attends si^mina^s-meeripg 

^ to maintain and improve techni-cal'-aind' 
manageria,l abilities 


- 






1 




51. Maintains lost and found file ' 




1 








^oriduct ongoing program in p>est , control 










7^ 


• -Slfet Explain safety program to employees 










\ 


54. Interprets .sanitation code used in the area 








i 


\ 
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PLEASE WHITE ADDITIONAL TASKS ON REVERSE SIDE OF PAGE. 
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* TASKS OF CUSTODIANS 

Instruction^ Sheet ^ \ 

^ * What tasks do you perform as a Custodian?. 

; ^ J low often do you perform these tasks? * . 

ITieJIomc f-conomics Bducation Department at Iowa S'tate University, 
IS. presently conducting a study to determine the tasks performed 
by you, the Custodian. We have^ identified some ^tasks performed 
within this occupation, but we need yo\^ Kelp in clarifying 
the tasks performed in your particular job . 

The following questionnaire consists of two parts.- Part I. con- 
cerns information about yourself to help us, determine Jthe charac- 
teristics of Cus^todians. Please answer each question completely. 

Part^II of the questionnaire is in the form of a task check 
list. This list includep many tasks which might ^be part of your 
job. The list also incl^^^tes many- task^ which may not relate to 
your job. PI As^' read >each item very carefully and check (vXO 
the appropriate response:^ 




■ r 



Column 1 
Column 2 
Column 3 
Column 4 
Column 5 



I never do this task. 

I do this task at least once a year . 

T do this task at least once a month , 

I do this task at least once a • week . 

I do this task daily' . ' ' . * 



For^ tasks which you do »»as needed" lor areas that' you clean "as 
needed", estimate how many times ijL the last month you have 
done this task or cleaned this area: Then consider which column 
(daily, weekly) ^o check. • 

At the end of tnfe cusftidiarv-task list, space is provided in which 
you may list tasks which, ^aje- part of your job which we may have 
omitted from our list<\ it" is very ' important ' to* the study that you 
identify any task whichl ))bu perform that we may have omitted,, ^ 



.PL-EASE .Bfe^ SURE TO ANSWER ALL ITEMS! 
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rNF9RMATI0N SllivhT 



Age 



2. So)C * 



N,TLnn» of Occupation - lob y»»>tle ^ 



4. Where are you employed? (j^u^iness naone/home) 



5. Total length of time employed in this type of' occupation 



6. Check (X) the highfest grade completed in school and indicate the 
area of specialization where appropriate. 

^Elementary school. 

^Some high school/adult high school equivalency classes. 



High school diploma. 

_Trade school - What was your area'' of ^specialization? 



^Some area collegfe courses - What was your area of speciaJ^j^ization?^ - 

, ^ ^ , ' ^" 

* A ssociate degree from area/commiinity colleges. What was your area < 
« of specialization? * . I ^ 

^ , — f. 41 , 

S ome university/college courses. What^was your area of specialization 



^Bachelor Degree. What was your area of, specialization? / * 



^Master Degree. What was your area of specialization? 



jDthers (»list)^ 



7. Check (X) any of the lollpwing specialized training programs that 
^ you participated* in fox preparj.ng you for the worK you are now 
dqing and indicate length of time involved* / 

A dult plasses related to the work you are now iloii^g. How long was 

the co,brse? ^ . . : . ' ' • yl ^ * * 

' Short course provided by employer/bus infess. How long wais the course? 



^Observation of another employee in the same occupation. How long did 
you observe before doing |the work yourself? • ■ 

I 

^Instructions m tasks anc| duties by the manager, or person in charge. 



f 

Home study courses related to your job. How long did you work on this? 



ERIC 



other programs (list) ^. I' j 1 H ow long was the program? 



' ^ 
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once 


a 


week* 



TA'SKS (')F MOSVlTAL HOUSBKREPING AIDI'S: ^ 

What ta\k'. <lo ^<hi, l><m I o mi a> a HosjA t.U Hou's/k(M*p J hf^ i\nU^f 
-v- ' ilow (j ft c-n do / you p<*rfc)iin th^»se tasks? ' ^ 

Thtv jlomo^Hconomics I'ducalioii I^vutmont at iowci^lati* Univt isity is 
presently conducting a sxudy to d(»trrmini^ the tasks porforni(,»d by 
you, the Hospital Hpusekeepi ny- Aide. We have i dent i/ led some tasks 
performed within this occupation, but we neejd^o^r help in clari- 
lying the tasks performed^ in your particular job . «S^'-' 

The following .que,.stionna ire ccmsists of three parts. P^^rt 1 con- 
cerns in forma t iolrt ,ai)out, yourself ' to help us determine the charac- 
teristics ofj^ospital HousekeepinjQ Aides. Please ^answer e^ch ques- 
tion completely. ' - i , ^ 

Part^ll.of the questionnaire covery major areas which you may be 
responsible for dl-eaning, such a$ patient, room?- an'^xpublic rest- 
rooms. . In the ccuLumn^ to the righi, check the app^ropriate 
response: o * ' . . 

Column 1: I never cJ*ean this area. \ 

Column 2: 1 clean this area at lea^ 

Column 3: J plean this are{i leai 

Column 4c : L cJean this artja at leaj 
.\ * Column 5: T clean this are«i dai ly . 

Part III of the quest ionnaire is in the form of a task check list. 
This list includes many tasks which n^ght be pa»rt .qf^your job. The 
list *also includes many tasks which may nqt" relate to youif job. 
Please read each item very carefully and check the appropriate 

response: * ^ " . . $ " 

Cplumn 1: I never do this task. 

Column 2: I <jp this task at least once a year . 

Column 3: I ^o this task at, least once a month . 

Column 4: I do this task at least once a week . /' 

Column 5: I '^o th^^ task dail^ . 

For tasks which you .do "as needed*' or areas that you clean "as 
needed", estimate how many times in the last month you have done 
this task or cleaned this area. Then consider which column (daily, 
weekly) to check. For example, one housuikecper cleans iTsolation ^ 
units only "as needed" or "as rc^quested" In thf^ last month she 
clea'ned one unit five tinies; this was the only isolation unit that 
month. Five times per month averages at least once a week; ^ tlierc- 
fore she checks the once a week column. ' * / ; 

At. the end of each category of tasks, space is provided in which 
you may list tasks which are J^art of your job which we may have 
omitted from our list. It isfvery important to the- study that you 
identi/y any task which you pferform that we may have omitted. 

PLEAS!-: BE. SURE TO ANSWER ALL ITEMS. ^ ' v 



^ TASKS ()|- IIOSPlTAi; HOUSF^KEBPltK; AinPiS . 
p. . '.I •■ 'I'lrt I: In Co nn.it ion .Sh^<>'t' ^T"^^ ' 

Directions: (.or <^apstions 1-5, chock the .answl^r^ which most • 
accurat&ly duseribo you. For questions 6-9, complete 
'the. bianlcB as accurately »as possible^ * ' . - 

1. Marital status: W Single * 



mg] 
Married 



2. Age: 



20 years 'or younger 
21,fto 35 years 
j36\o 50 years 



3. Highest ^rade completed in s'clTool: 



Widowed 
J)ivorced 

J51 to 65* vears 
_^over 65 j^eaVs. 



4. Addi^orial schooling- or training: 



_7th grade op: belpw ' , 
^Sth to 9th grade 
]]lpth to ilth grad^ '\ 
_High School gra^tiat'e 

^Trade school 
_^Other: (Please list) 



5. Specialized training for this occupation:/ 

^Short cours^ providecToy hospital « ^ ' , 

Observation of another employee in the same occupation . 

^ ^Directions by a fellow employee with no observation 

^^^^^[^Inst ruction in tasks and duties by supervisor 'of»'other' ' 
person in charge of employees ^ . • ^ 

Other: (Describe) • , ' ^ ' " . 



6. Length of training - - ' \ • 

7. Number of hours worked, perf week as a Housekeeping Aide 

8. Length of employment at this occupation > 



9. . Describe^ your major responsibilities 'as, HospitalVousekeep- 
ing Aide, such- as ^'general cleahing of fourth floor Wa^ds", 
or "housekeeping primarily in maternity sectioh": - i 
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* , TASKS .OF THE RESIDENTIAL MAID ' 
Instruction Sheet' 

What tasks do you perform as a pesidential Maid ? 
How often do you pie r form /th'ese tasks ? 



The Home Economics E'ducation Department at Iowa State University 
is presently conducting a study to determine the tasks performed 
by the Iv'es i dent iaT Maid who is employed by a commercial ' agency . 
We have identified some tasks performed within this occut^dtion, 
but we need your help in c larif ying /the tasks performed J_n your 
particular job , ' \^ 

The fol lowing questionnaire consists of three parts. Part I con- 
cerns information about yourself to help us determine the charac- 
teristics of Residehtial Maicis, Please answer eac?h question 
completely. 



Part II of the questionnaire consists of piajor areas which you 
«.may be responsible for cleaning, such as- living room, bathroom, 
etc. In the' columns, to the right, check the appropriate res 
sponse : 

never clean thi's area, 
clean this atrea at leasl 



Column 1: 
- Column 2: 
Column 3: 
Cplumn 4: 
Column 5: 



oiyce a year , 
clean this area at least once a month , 
clean 'this area at lea3t once a week , , 
clean this area daily , ^ 



Part ni of the questionnaire is in the form of a task check list. 
This list includes many tasks which migiiJL^e part of your job. 
The, list a^so includes many tasks which mayViiot relate to your job. 
Please read each item veny carefully anp. fcheok the appropriate 
response: 

Qolumn 1: 



Column 
Column 
Column 
Column 



2: 
3: 
'4: 
5: 



I never do this tas! 
, I do this task at 1 
^^I do* this task at 1 
I do this task at 1 
I do this task dail 




month , * 



For tasks which you do "AS NEEDED" or "AS REQUESTED", estimate 
how many times in the last month you have done this task. Then 
conside*r which column (daily, weekly, etc,) to check. For example, 
one ^ Res JL dent ial Maid cleans cabinet interiors as requested. In 
the last month, sh6 has been requested to clean cabinet interiors 
two times. Sinqte she has performed this 'task , two times ^uring the 
•jnonth, she checks Columb 3: I do this task at lealst once a month. 

At the end of each major s^ection of the quest ioniw^tre, space is pro- 
vided in which you may list tasks which are part ofwour job which 
we may have omitted from our list. It is very important to the 
stt4dy that you identify any task which you perform tljlat we may have 
omitted. 



PLEASE BE SURE TO ANSWER ALL ITEMS, 



ERLC 



9, 
a 



124 



TAS}<S OF .THE RESIDENTIAL MAID 
Part I: Information Sheet 



4' 



Directions: For questions 1-5, 8 and 10, check {/) the answers * 
v/hich most accurately describe you or your job. Foy questions 6, 7, 
^, 11^ 12, and 13, complete, the blanks as accurately as possible. 



1. Marital status: 



Single Married ,Widowed Divorced 



2. Age: 20 years or younger 

21 to 35 years 



^36 to 50\ years over 65' years 

51 to 65 V^ars 



3. Highest grade completed in school: ' \ * 

7 th grade or below > - lOth'^or 11th grade 
^Sth or 9th grade 7 ^High school graduate 



4. Additional schooling or training: 



^Trade school 

Other: (Please list) 



5. ^Specialized training for this occupation: 

> Observation of another employee in the same occupation * 
^i:} P-irections by a fellow ^ployee with no observation 

■ Instruction in tasks and duties by person in charge. of employees 
.Other; (Describe) _ 



Length of training 



Number of hours worked per week as a ResixierrCial Maid 



6. 
7. 

8. When I am on the job cleaning homes, I generally clean: 

Ay myself 
, , . (In a team of two 

^Other: (Describe) 

\ 

9. Average number of homes c.leaned per week 

♦ 

10. Average number of hours spent in each home per vijfit: 

* ^1 1^o 2 hours 

. 3 to '4 hours 

_^ ^_5 to 6 hours - ^. 
7 to 8 liours 

In how niany of the homes which yoM clean during' a week are 
children psually present ?_ ' 



.11. 



12. In how many <<^f the hdmes which you clean during a week are 
pets usually present? ' ' . 



13«; Length of eJltj^'loyment at this occupation 
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PBRSONAL DESCRIPTIVE DATA OF EMPLOYEES 
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APPENDIX : PERSONAL DESCRIPTIVE DATA OF EMPJ^OYEES 
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26 


32 


92 . 


.18 
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APPRNDIX I): MRAN h-^I^RQUP.NCY 
' TABIJLS I'OR TASK 

, ' ' CLUSf ni^s 'by 

INDJVIDUAL OCCUPATJONS 



0 



J 



i/ 
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III ihi^ siM'lion 'two-wa^ matrices of task clusters arc prebent(*(^. 
In the iir^i nia^ki^x arc the task clusters Tor'^thK:? (ixeculivi; .iiul 
^>UJ)n V i ^. 1 1 K ) lK>us(»ktH'j )r r . In the sinzond ka.itrix tht* i x oc.i uj 1 i <>i i\ 

f ■ ; ■ . • 

jU»6fetst 'kiH'i ) I n(| . M ( U* , "nu I s I ncj hoinr 1ioust*k(>rj)i nn ;vi<U', lio'^^j) 1 1 .i I housi- 
keeping aide,' and the residential maid. This table is repetitive 
of a previous table which used symbols ^.nstead of actual mean scores. 

Questionnaires for the executive housekeeper, custodian, hospital 
housekeeping a,icie, and residential maid were based on a one to five 
point scaled However, responses were coded so that a zero would 
indicate a task that was never done, i Responses were coded according 
to^tiu* ^i^Howing plan:. O, 1 nc^vor do this* task; ,1, I do Ihis t<isk 
,i1 U^ast '(^nc(» a ytMi; I do this t.vsk ,v1 .Ji»ast oriri^ a moiilli; '5,^' I 

da this lask at l(Mst ,ou('t' a wiH^k; 4, I do this task <laily. 



^ Th(* occupat ions' of homeinak<jr/home health Ciide, hotel/nioi.tM hous^* 

keeping aide, anti nursing home housekeeping aide are reported on a 
three point scale. Responses were coded according to the following 
plan: 1, I never do this task; 2, I sometimes do this, task; i,^ I 



always* do this task. 



Task clusters which were^ assembled on the basis of judgment of " 
.^consistency of content are marked;' 



\1id:Q 



. 1 42 . '\ 

I^^3STITUT1()NAL, AND HOUSmiOLH SJvRVTCR OCCI IPATIONS 



l«-\-»k Clusters, . ; Moan requc>nc:y S(:or(-s 

Occupat 1 ons 



u 0\ u c 

O CO) 'H 

o a ' 'HQ, a 

.♦HO *f-( o 0 0 

^ X > X X ^ 

3 <D wo o U 

U 0) O «) WO 

X 0 :3 0 0 -H 

ID X CO X X Q 



, A. Housekeeping Procedures » 

Makes memorandum of work and repairs to 

be done , ■ , 

Recommends needed improvements and repairs 
Inspects and' reports damages and missing 

items ' ' ^ 

KeQp supplies in storeroom, or closet 

organized and accessible^ 
Maintains adequate stocks of, supplies 

.and' equipment 
Distributes suppl-ies and equipment^ 

B* Planning Procedures * 

Inspects work oV persons undo jV super virj^i oh**^ 
Helps to coordinatjt- housekeeping* activities^ ^ 

with the total operation Of the 

institution^ 
Assigns areas of work for each employee^ • 
Plans work schedules. for employees 
Schedules working hours foi^ all housekeeping 

employees^ ^ ^ 

Sets up^ procedures and standards for jobs 

to be done ' • • f 
Revise housekeeping procedures to improve 

efficiency , ' ;\ > * 2..07: 2:57' -.00 

' • i^' ' ^ 

C. Safety ancj Sanitation / ^ : , . ' ' 

Inspects public*^spaces fpr cleanliness * * ^ ' 

'and oraer ' • 3^4^ 3^^3. 3^^^ 

Examines reports of imprcfoer cleaning and 

visually irT^pects area in question 3.43 3.48 ^.11 

Works with administ rat i6r in meeting , ' • 

standards/requirements r'egarding safety- ^' ^ 

sanitation , ^ , 2.79 3.13 3.32 

Explain safety program to employees 2.92 2.50 ^2.44 

Interprets sanitation code used in the,*^area 2.04 2-!41- I.'ts 

Conduct ongoing program in pest dontrol^ 2.04 1.93 2.56 



3.46 


3.48 


2.89 


3.39 


3. 38 


3. 33 


3.32 


2.89 


1>.07 


3.00 


3.05 


2.44 


^.75 


2.64 


e. 33 


'2.61' 


2.80 


2.11 


3.61 


3.71 


3.33 






(: 


3.32 


3.70 


3.89 


3.21 


3.20 


1.33 


3.32 


2.93' 


1 .67 


3.11 


2.^8 


I. 33 



2.43- 2.88 1.44 



||^|^(^" *'^Tasks added on rational judgments. 
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TASKS PFRFORMRD IN INSTlTiJIIONAL AND HOUSI-HOLD SHI^VrCH OCCUPATIONS ' 



Tat>k C! ustors / 



* ' t 



— ' — • — r 

•M<>an l-ro(|uon('y Scores- 
Occupal I ons 



















u 




c: 




0). 




•H 


• ^ 


0 a. 


H a. ' 




tj) 


> 0^ 


(/) 0 




u 


•HQ)* 




0 


0 




^>.^ 


X 


+J 


:3 0) 






o 


0 </) 


0 (A 


0)' 






; a :3 






X 0 




0 






m X ' 




Q 



Personnel Managetnc^nt ^ ' 

Sees that employees are dressed neatly 
and attractively in clea^-well fitted 
uniforms 

Investigates complaints made by staff 

and workers ^ • 

Assisfltsz-in resolufr?^ complaints regarding 
hqus,ekeeping services or equipment 
^ Maintains records of the housekeeping 
• ^ department^ ^ 

Assists in resolving gnest complaints 

abdut rooms or service ^ 
Explains new pol^icies or programs 'to 
supervisors^ and/or employees 



3,43 ^ 3,80 2^2 . 
3.46 - 3.59 3lJ 1 
3.\36 3.57- .2,78 



•2;08 ;-1.56 1^'")6'' 



3.00 3^-38 '3,00 



2.71 , 2.96 



Ml 



Defilies clear lines 'of authority for workers^ ^ 2."64' .3*02. 1.78 



Provides spec>al instructions to meet 
change of'-^licies or emergencies 
, Sets up payroll for employees supervised^ 

Corresponds with persons in similar 
positions and attends seminars - meetings 
to maintain and improve tjechnicaT and, 
managerial abilities^ ^ <C~^ 

l^repares budget for housekeeping expenses^. 

£• Training • ^ 

Explains and demonstrates housekeeping tasks 

to employees individually 
Instructs, employees on job in new. prpcedures 

;ind'lh<:> use of new equipment 

F. Reporting' to Manager 

< ♦ 
^ Forwards supplies and material requisitions" 
to manager or purchasing agent 
Mak^ regular reports to the management on 

progress-of the department . . 

Maintains and submits work' r^orts to 
manager. • ^ " ^ 



•2.46 ^ :2.86 <-2.33 

1.71 ' •i,64 •* i:ao 



1.71 1^57 ^ .89: 
li3^ ^ '^^^9 t;78 



2.68^ 2.9}^ it's') 
l^'Ol ,^.79 ,.1.07 



2.54 2.68 1.67 
2*. 43 ,2. .50 . 1.78 ' 
2.4i 2.43 >.57 



'*Task-r addod on rational judgments. 



TNSTTTUtlCiiNAL AND HpUSgHOLD- SERVICE OCCUPATIONS 



Task C lusttM'-. ; 



( )('('U|) 


,v 1 M)ir 


















n 






r. 






O (X 
> (P 


•H a 


0. 


ill 




0/ 


\ « 






0/ 


0 






X 


♦ ' 






0 


u 




0^ (J) 


(h 


o 






rj 




0 


d 0 


0 




CO X 


in X 







llousokGepinQ Standards 



Sots stanclatdi:> for job performance (on the # 

basis of job analysis) ''"^^ 
Investigates and evaluates now housekeeping ' 

methods, supplies and equipnent 
Ivocommonds relocation and use of , equipment 

/unl space to improve cifficiency 
Ijiyontories housok(»opi ng supplies and 

equipment^ * > ♦ 

('ondu(*ts study of (^quij)m(^nt use and spac(^ 

.allocation to improve operating efficiency 



3. 36 

.1 . H2 
1 . 

1 .79 



2.13 
2,43 

2, 1 '5 
1 ,98 
2,02 



.44 



7H . 



<)() 



' !v(»eru 1 t inent and PlacemcMit 

.Assigr-i new employees to work wit^i exj^c^r ienced 

workers in learning housekeeping tasks 
Interviews prospective employees- 
Hires' and discharges employees 
•Recruits prospective employees 

^ ' • ^ * 

Furnishings and Dec6rating 

^ • 
Purchases or assists in purchasing supplies 

and equipment , ^ * 

Suggests furnishings and ref urnishings 
Suggests cost of replacing missing or 

damagecj articles 
Confers with manager on coloring and 

arrangement 'for decorations and remodeling 
Sdlccts'pJaints', fabrics, Au"n;^^jai-e, 



> 




2.36 
2.21 
2^.25 

l'^68 



2.46 
,1.79 



*1.86 
1.77 
1.45 

i:48 



2.04 
1.75 



1.36- 
1.32 



1.21 
1.00 



I. 

J . 
1, 
1. 



36 
84 
89 
44 



.89 
.78 



1.64 1.46 2.00 



00 
89 



^Tasks. added on 'rational judgment's. 
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. INSTITUTIONAL AND^I-IOUSEHOLD SERVICE OCCUPATIONS 



If 



^Task Clusters 



Mean Frequency Scores 
" Occupat i?)ns 



J. Linen Procedures 

^Interprets linen "mending procedurS^s 



Checks . laundry bills for correct, charges 
Orders linen from the warehouse 

r terns .Not Identified with Basic Clusters 
t ' ' " 

(Sivjes, directions .to guests . 
Maintains lost and found -file 



> 






0» 






in 












C Q) 








a 


•H a 


a. 




> 




if) 














0 






> X' 




4-> 






u Q; 




U 


o 


0) 


O (/) 


(/) 


Q> 






& =^ 






X 


o 


d o 


O 


•H 


uo 


:r 






Q 



1.54 
1.21 
1.07 



1.54 
1.32 
1 .12 



.66 
.67 
.56 



2,71 3.27 2.67 
2.32 2.57 1.56 



1 

'J 



-i 



1 , 



t 
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TASKS FEKFOl^bD IN I NSTiTUTiQNAL AND HOUSEHOLD SBRVlcb OCCU^WLONS ; 

: \ [ J i 



^ Task Clusters;- j.,^^^ r.o^mJ 



Mean Frequepcy Scores 



Occupj.'tions 



<- <o <: C 

C 4^ (1) 

»Q) • 0^ (/) OV a 0> -H TJ 

V t - ^>^:. 0(f) a 

J ^ / " 











c 




•H 














U iH 


(/) 













A. i^roVisions for Safety 



;•'/ 



Assist in correcting fikzajrdous f ^ 

^conditions ^ ' '3,00 '2.07 1.77 1,8-4 2.26 1.94 

fdentLfy haiiardous conditions 3.05 2.31' ' 2.19 3.02 1-^ 

F^eport accidents to proper. 

person . • 2.68 •2.34/ 2.19 2.22* 2.75 

Recognize and report indi- ' / / - - 

cations of personal,^ ^ ^* . ' C^/* ^ 
physical, and rtiental - - 

problems , , 2.55 1.58 1.91 1.20* 

Give first aid » \ ' . ^1.^52^^.04 1.38 

Placie caution signs :,where ' ^ 

needed. ' - 1.94- . . 1.72 

Report hazardous conditions , ' ' • ' 

such as frayed cords . ^ . • . . 2.72 

Test alarm and emergency . ' 

equipment (bells-, fire .alarms i 

stand--by system>) , 2.09 . , \ . . * . ' 

Keep- fire extinguishers in * • ' ^• 

good working order ^. . * 1.80 

Inspect play equipment' . \ , j 

(swings, slides, eto'. )- ^ - • ' % " 

•for'^safety ' ' ^ ^ ' " "1.65 . . . . . ^. 



^A . indicates a task not 4sked this occupation. 



ERIC 
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Task Clusters 



Mean T'requency Scores 
Occupations 





0 




'0 


c 


• 'H 




e < 


•H 








O 






M H 


y) 




:i 


1 Q) 


o 





0 0 



•H 

•H « 

(/) 
M 



0) 



•H • 

y) ^: 
:r: x 



03 

c 

•H V 

0) 'H 

(i) 03 



B. Performance of Gener'ai Cleaning Tasks 

/ 

1. Maintenance of /structura:l features 



-Remove spots /trom 

woodwork 
Clean shelve's 
• (a) Dust shelves. 
Clean closets 
Clean glass partitions 
Spot clean^ walls 
Dry-dust walls 
Wash windows 

(a) Wash windows from 
inside 
Wash walls by hand 
Restore order in 

closets 
Clean ceiling 

(a) Dry dust ceiling 

(b) Wash ceilings 
Wash walls ^^;ith wall 

washing machine 
Clean varnished v/ood- 

work ^ ' 

Wash and dry painted 

woodwork 
Clean fireplace and 

hearth 
Clean ceiling light 

fixture 
ciean brick walls 



2.49 1-93 2.58 2.38 3.28 3.11 
2,10 2.08 2.06 2,48 2.28 
2.73 . • M • 



2.00 
2.54' 
1.52 



1.96 

lo35 

.1.63 
0.75 



0.25 



1.7^ 2.12 2.16 



1,86 2.23 2.38 



2^ 2.33 

2/^53 3.22 

3\,24 2.35 

2/.04 2.39 



2.27 . 2y94 
0.78 J(^.59 

1.94 



0o86 



r 



X06 
lo06 



2^56 

2«44 V 

2«06 
/ • 

1.65 



1.23 
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Task Clusters 



Mean Frequency Scores 

4 

Occupations 



•H 

V 
0 

u 



u 



V 

< 



X X 



IS 





r4 






V 
























(/) ^ 




0 (/) 




X X 



Bo Performance of General Cleaning Tasks (con^t.) 
2'^ Care of furnishings 



Clean mirrors 



Dust woodwork, furniture, 
picture frames, light 
fixtures, and 
radiators 

(a) Dust furniture 

(b) Dust radiators 

(c) Dust picture 
frames ' 

(d) Dust light fixtures' 
Remove spots from 

furniture 
Move furniture as 
necessary for qleaning 

purposes 
Clean wopd furnxturg. 
Clean metal furniture 
Wipe off vinyl covered 
' upholstery 
Wax *wood furniture 
Clean with a damp cloth 
""furniture within the 

patieht ^s unit such as 

radiator, window sills 
Dust collections and 

return to proper place 
'I^eshape throw pillows 
Turn seat cushions on 

davenports or chairs 
Clean special metal 

surfaces such as brass, 

copper, gold, and 

chrome 
Vacuum furniture 
RemoVe spots from 

upholstered furniture 
Shampoo upholstered 

furniture 



I 3,38 2«28 2«85 



2,^4 



3.70 3,56 



2.91 
2.12 

1.98 
1,71 



V 



72 2.81 2.81 3.73 3.44 



■ \ 
1".66 



3 1 ^ 
. X / 

2.06 
1.97 



1.92 



2.23 2.78 3.23 1.59 



3.73 3.00 
3.47 3.53 
3.3a^ 3.22 



3.57 3.33 
. • ^.56 



3.51 



1.25 



3.39 
3.06 

2.82 



2.44 



1.59 



1.11 
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^ ~ 

'Task Clusters 



Mean FrequgnQy^-Scorc^s 
Qccupa^aons ^ 



c 

•H 

V 

o 

(0 

d 

u 



U H 



O • H 

+^ X 
O W 



6 Q) 
•H 

o\ < 
c 



<t5 

•H 

A. 



X 



•H 

•P 

c 

0) 



B« Performance of General Cleaning Tasks (con^t.i)^ 
3. . Uplceep of bathrooms . -T *^ ' * 



./ 



Wash and dry bathroom 
fixtures^ siich as sinks, 
■toilet sj^rand showers 3,51 

Wash tile walls 

Clean glass^ or plastic 0 
shower door * , 

R'emove mold from bath- 
room and shower areas 

Clean shower curtain 

Clean block tiles 1,86 

Clean filters in ^/onts 
in kitchen and/6t - • . — 

. bathroom - - . ^ ^ 



2,31 

1,66 



2,77 
2,54 



3.00 
2.41 



3.85 
2,51 



3.63 
3,44 

3,39 

3,11 
2,50 



1.81 
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Task Clusters 



Mean Frequency Scores 
Occupations 



•H 

V 

'0 

(0 
O 



0) 

U H 
S 0) 

2 x 



•H 

c 

Z X 





















H -H 


*-> 
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0 




•H • 


V 


V 




'H 


(0 ^ 


(0 




0 (0 


dJ 











C, Sanitation of Physical Facilities 

Remove accumulated trash 

from rooms 3,64 
Air room o 
Turn mattress 
Air- bedding, mattresses, 

and pillows 
Disinfect beds 
Jnsert fresh wasfebasket 

liners in wastebaskets 2j02 
Wash and dry wastebaskets 2.28 
\Report rodent and insect ^ 

sightings * 1,89 

Use pesticides appropriately 1.90 
Clean with a damp cloth 
furniture used directly 
by^&atient, such as bed, 
telephone , , 
fa) Damp wipe ;telephone 1.92 t 

-Periodically clean 

unoccupied Unit 
Wash drinking fountain 

vyith disinfectant 3.50 
Rempve vomited matter 

from floors 2.63 
Remove vomi^ted matter from 
furniture 2.52 



2.34 
2.21, 
1.62 

1.72 
1.28 



2.81 
2.69 
1'.96 

1.73 
1.35 



2.75 
2.41 
1.81 

1.66 
1.94 



3.78 
2.07 
1«74 

1«07 
'2.00 

3.62 

3^ 35 

2.38 
.0.87 



^.50 



3.42 



3.61 
2.19 
1.-53 

1.72 



3.00 
3.24 

1.50 
0.71 





0 






c 




as 




















(/) 


J ^ ^ 






U 





' 1 ' 

Task Clusters ■ , . Mean I'^requcncy Sc^)ios 

^ ()ccu])at ions 

I 

H • .-^ 

(Do £ O . . O rtj 

P 'X p X) '-H 

0 -H -H ' H "H +-> 

\ C P 0) 

0 (fi :J(/) oo) ooj 

X X ^ X -x X d: :> 

D, Maintenance of Floors 

1 . Manual procedures 

Scrub floors other than 

bathroom floors >^ 2,13 2.38 1.88 2.50 2.51 2.50 
ScrulD bathroom floors 3.44 2*38 2.77 2.75 3.41 

Clean rugs or carpet 

by hand . .1.55 1.50 1.25 0.58 

Clean floor with a 

dust mop 3.70 . . . 3.40 3.56 

Wet-mop and rinse ^ 

floors . ' . . . . 3.11 .,2.47 

Sweep concrete"* floors 3.(T4 . . . .2.41 

Spot -mop floors .• . . . 2.61 2.41 

,Mop corridors 2. 68 . - o . 1.35 

Clean stairways with a 

wet mop 2.51 - . o . • 1.13 

Shampoo rugs or carpet 

''by hand , 0.8rf . . . . 1.00 

Shake rugs ^ . . * . 3«67 

Sweep floors with a 
broom « .... 3^22 

^ 2. Mechanical procedures 

I X 

Vacuum floors, rugs, . 

and/ox carpets 2.99 2.55 2.96 2.00 1.96 3.50 

\, Remove spots from rugs ' 2.02 1.55 1.B8 1.28 1.02 1.39 
' ^ Wax or apply finish to 

floors 1 . 56 i. 58 1 . 38 1 « 78 0 . 54 2. 89 
• Buff floors with buffing 

machi ne 1 . 87 • . . 0 . 70 2 . 35 
^. Use scrubbing machine to 

scrub floors , 1.69 ^ . . . 0«18 2.63 
Machine shampoo rugs 

and carpet 0.87 . . . 0.17 D*89 

Operate wet pick-up • . ^ j 

vacuum to remove large . / 
amounts of water from 

floors " 1*61 ./ . • 0*50 

ERJC : 3 r.f^ , 
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r«>sk ( J ustoj s 



Mean I'rcquency Su(;m-s 
Occupations 
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0 -H 
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O </) 




S X 







O (/) 



X) 



().71 ,i,.45 1.23 1.50 0.61 



C.irc^ of Window Treatments^ 

Vac uum ci rape r«ie s 
Hang draper ic?s after 

(:lcan4^n9 
Clean VencM ian bJ inds 

(a) Dust Wneti.in blinds 

(b) Wash Venetian blinds 
Have drape I ies ( M\iiK*(i by a 

romP)eM iai (by k leanc^i^ 

l'\ ^l.viiaM<MutM)t d^MiiiiKj lv<iuipincnl '.uid SuppJit^v*^ 



0.70 
0.73 



1 .48 
0.67 



2.33 

1 .44 

2.18 
1 .88 

I .()() 



Pri>pare article*, and e(|uij)- 

in(>n1 on ut i I i ty (ait l oi 

day's use 
Choose products, teriin i (]ues , 

practices anci ecjuipment 

for job at liand 

(a) Choose techniques for 
job at hand 

(b) Choose equipment for 
job at hand ' 

(c) Choose products for 
job at hand ' 

Store equipment ap^opriately 

after use 
Clean equipment after use 
Report cleaning supply 

needs 2.02 



1.28 2.42 L.84 3.77 



U77 L.47 2.67 



3.64 
3-47 



^This cluster based on rational' judgment . 



3.90 
3.57. 



3.61 
"J. 44 
3.22 

3.61 

3«28 



;3.0J ;^ 3.56 
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Occupat Tons 
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F. Managi.^mont of Cleaning Equipment and Supplies (con^t.)^"^ 



Reconunend needed improvements 
and repaires tb^ proper 
person 

Use cJeaning equipment such as 

vacuum cleaner or electric 

l)room • " 
Store cleaning solution after, 

use ^ ' 

i.ooate cJ(>an Lmj soJutions and 
.equipment for usc^ at eaclv 

homc*^ * 
Use spec ia I c\ (\iiTT^ig so 1 ut ions ^ 

wIuM'e dc^sirable or a-. . r'C(|Ui»sted 

(such <vs vi negtu*-wa1 (U* 

solution for mirrors:) , 
Bmpty v£vcuum cleaner or 

electric broom . 
Replace bags in vacuum cleaner 

or electric broom 
Clean power equipment (buffers, 

scrubbers, vacuums) 2,13 
Repair manually operated 

equipment (ladders, brushes, 

wringers) ' ,2,01 

Make an -inventory of cleaning 

equipment on hafid 1.86 
Report condition ^^of cleaning 

equipment on hand. 1.5b' ' 

Purchase cleaning supplies 1 ;09 „ 



3.52 



2.28 

3.8'3 
'3.78 

'5. 35- 

3.11 
3.06 
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Task» Clusters 



M^an Frequency ,Scor(;s 
Qccupatt i,onb 
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Adjust heat 
(a) Adjust heating and 
cooling for large 
public areas 
Check lights and room equip- 
ment for replacement 

(a) Replace light bulbs if 
necessary 

(b) Check lights for 
replacement 

aCheck room for items left 

by guests or patients 
Make room reports 
Inspect rooms for damage 
Report itc^s missing from 
rooms 

Lock entrance ^and outside 
door's 

Unlock entrance and outside 
doors i 

Close windows ^ 

Check clocks throughout 
I building for correct time 
^1 Check fuel supply 

jReset electrical circuit 

* breakers 

Check elevators for proper 
^working conditions 
Read electric meters 
Read water meters 



2.93 



3.28 



3.23 

2.52 

3.63 

3.57 
3.40 

2«80 
2.29 

2.48 

0.65 
0.29 
0.29 



1.76 2.77 2.13 3.27 



J. 21 2.81 1.44 2.58 
1.17 2.50 J. 72 ■ . 

2.88 



2.67 



G. Inspection of Physical Facilities 

" 3.05 2.10 2.54' 1.78 0.78 



2;.()6^ 

1 .jn 
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Task Clusters 



Meaiv Frequency Scores 
Occupations 











c 


• -H 






•H 




V 




0 


• ^ 




U f-{ 


(0 


X 




M <^ 


u 


X X 



0 w) 

,X X 



E Q> 

' c 

(/) 

M 



X 
(/) 



X X 



Linen Replacement and Disposal 

Make beds . .2.52 

Replace bed and bath linens . 2.00 

Remove soiled bed aijd bath 
linens 

(a) Remove soiled bed linens 

(b) Remove soiled batrh linens 
Provide guesjts or patients with 

additional* disposable 
supplies • 
(a) Refill paper towel 

dispenser 3.52 

Dispose O-f dirty linens In 
appropriate pl.ico 

Collect soiled linen from 
social gather ingV. (table- 
cloths, -napkins) 0.99 



2.85 
2.88 



1.75 
2; 66 



1.31 2.27 



1.21 



1.20 
0.61 



2«41 2.85 1.78 0.98 



3«00 
1.78 



2.72 
2.28 



0.91 



1.57 2.'i<> 



/ 
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Task Clusters 



Mean Frequency Scores 
Occupat J ons 



c 

•H 
V 

0 
h> 

0) 

u 



0 (D 



c 















n 


•■ < 






4 » 










*-> 


0^ 






'0 




a o» 


•H 


'0 


</) j^: 






0 </) 


Re 


J? 


X X 
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J. Laundry Procedures^ >^ 
1. Washing 

Sort and count ainens 
sent to laundry 

Sort laundry before 
wash/ing 

Launder dirty uniforms 

Remove or treat stains 
from items to bq. ft 
l.ainclorc^ci ^ 

Pr(>tr(>at heavily spiled . 
items for laundry 

Prepa/e washing solatibn'by 
selecting appropriate 
detergents, bleaches, and 
other laundry products ^ 

Select appropriate water 
temperature for laundry 

Do light 'laundry 

Do laundry using washer 

2, Drying 

J - Hang clothes on line for 
'^-'^ dry:^pg 

'4 Select appropriate' tem-^ 
1 pera'ftire for dryet 

^ Dry clothes^^y machine 

3. Ironing and storage 

Fold and sort clean m 

laundry . ' ^ ^ 

Check .linens returned from 
^ laundry 
Iron clothes by- hand 
Store clean l\nens in 
appropriate place 



1^06 



1.55 1.92 l.V 0,15 0.67 
. ^ . . • 1.71 



U06 [^27 I .50 



2.00 1.38 i.22 

1.90 1,12 1.25 
2«24 1«27 1.38 



1.53 
1.58 



. 2.19 1.12 1.06 . . 

1.93 1.38 1..5p 

2.10 1.88 1.78 

1.69 1.81 1«63 • 0.34 

2.41 1.1.2 1.23 ^ . 



1.18 

1.50 
1^50 



2.11 



. . 1.33 
O'.BO 1.83 



ajhis cluster based on rational judgment. 
^This cl^uster rearranged in logical order of performance. 



4*' 



L57 



Ta^k CI ustors 



Ocrup<vt i ons 



c 

0 



0^ 



♦ 4-> '0 



Maintenance of Kitchen^ • 

i. Maintenance of work ar»eas 

Clean work tables and sinks 

in kitchen ' 
Clean porcelain enamel 

sinks 
Clean small kitchen 

art ic Lcs* ^uch as can- ' 

istors, and spico rackb 
Clean btainlebb btoel 

binks _ ' ^ ' 

Wash and dry exteriors of 

kitchen cupboards* » 
Ciean cupboard interiors 
Repla€;,e shelf^paper in ■ 

qupboards' ' ' * •' 

Use silicon^ spray on 

drawer runners 
Help arrange and store 

kitchen supplies 
Clean assigned areas 

within kitchen 
Clean designated areas 
A of pantry 

2^. Care of appliances 

\ Clean exterior of range 
Clean oven ^ , 
Clean burnefr drip pans 
\on range 

Clean and/or defrost 

r^ef rigerator 
Cle^n* irtterior of 

ref^rigerator . 
Clean small kitchen 

appl^^ances such as 
- mixers ^ blenders 



1^52 



2.59 1.35 *1.^5 



2.34 l.OOt UX3 



2.10 1.04 1.28 



3.28 



3.22 




1.07 



.0.57 



3.18 
2^.67 

2.94 

2.44^ 
2.89 



^This^cluster based on ra^tional judgment • 



Task Clusrejrs 



Mean Frequency Scores 

9 

Occupations" 



c 

•H 

V 

o 

(0 

u 



V 

s < 

• -»-> 

U rH 



a; a; 

0 *H 

<^ 

a; 0^ 

V X 

0 (0 



X V 


0 






V 


•H 


• 


•H 


rH -ni 


fj 






<TJ < 


c: 




c 




Q> 




•H • 


•H • 


V 






a 0^ 






u X 


</) X 


(f) 






0 (fi 




Ma 


y. X 


X X' 


a: 


w 



Maintcnafnce of Kutchon (con't.)^ 

3. Care of tableware^ 
Ik 

Scrape and stack dishes ' . 
; Wa'sh dishes by hand 
Wash water glasses 
Dry dishes 
Prepare dishes for 

automatic dishwasher 
Load automatic /dishwasher 
Operate and empty 

dishwasher 

(a) Operate automatic 
dishwasher 

(b) Empty automatic 
dishwasher 

Store dishes 
Polish silver, 

Food Production^ 
• -* • * 

1. ^ Menu ^planning 

r 

Plan meals 

Adapt family m^ls to meet 

basic daily nutritional 

requirements 
Adapt family me^ls to con- 
% form to diets recommended ' 

by doctor' 
Plan use of leftove^^^s 
Select recipes • . 

Check meiju for " interest 

and attractiveness * 
Take inventories of food 

supplies * ^ 
Prepare market order . , 

Purchase food* . 
Store food 



2.55 1.08 1^75 
?.55 1.35, l.*31 
2.48 2.42 1.38 



1-55 • 1.00 1.^^44 



1.41 1.04 1.'22 



2.31 1.04 A. 38*. 



2.21 1.00 1,16 



2.41 l-.OO 1.13 



2,21 
2.41 

2,13 

2.21 
2,17 
1.76 

,2.2*8 



1,04 
1.08 
1.00 



1.06 
1.09 
1,00 



1.00 1.06 



1.00 
1.00 
1.00 
1*00 



1.41 
1.03 
1,00 

ia3 



2.00 

1.72 

2.06 
2.00 

1.47 

1,60 
1.82 
1.72 



cluster-based on- rational judgment. 

^This cluster rearranged in logical order of performance. 
♦ * ' ' ' • . 
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\ Task Clusters 



' Meat! Frequency Scores 
Occupations 











c 






e < 


•H 




'O 




0 




4-> 




(0 








u 





+-> "O 

(Si 

0 (S) 

X X 



a\ < 
c 



•H • 

0 (/) 



c 



Food Production (con't,)> 



Food preparation > 

Clean, prepare, and/or cook 
'Various foods 

Prepare between meal 
; 'nour i shmen t s 



3l Food service 

Set t^ble . * . 

Prepa-re person .for meal 
' on time ^ 
'ServG! meals 
Deliver meal trays to 
rooms 

Tell person bAng served 
\, interesting items about 
• ^ food served ^ 
' ' Remove soiled dashes *from 
room 



2.52 1.00 ,J1.06 

2.07 1.00 1.^22 ^ . ' 

> 

2.31 1.00 1.28 

2.10 ^ 1.00 1.44 
2.45 ' 1.00 1.41 

U76\ l.p8 1.6^' 0.08 

l«83' I.OJO^ 1.31 
♦ 

2.^48 2.19 2.22 0.63 



*This cluster rearranged in logical order of iperforraance. 
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Task Clusters 



Mean Frequency . Score's 
Occupationl' ' 



c 

V 
^0 

U) 



0 



H • 

0 

X X 












ft 




V 












Oj < 


n 










•H 








•H 


V 






•H 


0 u) 




j5 


X X 







Caro of 111 and Disabled Adults 



RomovG from room personal 
clothing of guest or 
disabled 'persons 
Relieve persons of the 
physical r.esponsibility 
of 'their ta^ks as' needed* 
^^Turn back bed for guest or ' 
disabled persons. 
^ Assist with dressing of 
^ 'di^babled 9r ill ^ 
V l^in errands for the disabled 
Wo<jd diiiabled adults 
■ Disinfect and'* ster i L i 20 

equipment for the ill person 
, Assist ill- or di^abl.od person 
, / 'clean drawers 
^ .'Remind, person of physicians 's 
' orders and help the person 
catj?y out these orders 
• Assist in caring for the 
^..hair of 'disabled or ill- 

persons 
Prepare tray^ for ill or 
disabled persons 
, Assist 'adults with bath 
Write letters for the 

disabled '^or ill 
Assist adults wi'th care of 
dentures' ' ' , 




1'.69 1.92 1.69- 



2.65 1.31 

2.24 1.12 

.2;a7 J.(X> 

2.24 1.04 



1 . 59 I 

1.. 56 I 

■ I 

1 .V> 
1 . 59 



1. 7b ,l.f)0 
\.62 1.00 1.53 11 
A. 79 1.00 1.78 



2.41 1.08 



1.44i 

ii 



2.00 1.00 l.3l( 



1.93 l-.OO 

1.62 1.00 

.1.76 1.00 

1'.59 1.00 



1.41 
1.38 

1.44 

1.31. 



p. • V 



i 
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Task .n ustorb 



Moan Frequency Scorers > 



Occupat^ions 



■f 



ERLC 



0 

u 



H < 



0 •H 

0 (/) 















-03 








•H 












cn < 


< 


c 
















'0 
















(/) 






0 (0 


<D 











M. , Chi Id Care - » ' 




• 










Treat mi nor J n juries such as 














s^^jgLtchcb for children 


1.76 


1 


.00 


1 


.19 


• 


Assist with feeding children 




1 


.08 


1 


.15 


• 


Discipline children when 














necessary ^ ' * 


1.72 


1 


.00 


'1 


.09 ' 




X Supervise play of children^ 


1.69 


1 


.00 


1 


.13 




Comfort hurt or upsej,t child 


1.69 


1 


.11 


1 


.22 




Supervise rest periods for 














children ' ' 


1.62 


1 


.00 


1 


.09 




Assist with bathing of 














children 


1 . 62 


1 


.08 


1 


.13 




Supervise and instruct 














children in performing 












o 


chores 


1.62 


1 


.00 


1 


.13 




Assist children in 'preparation ^ 














for nap time 


r.59 


1 


.00 


1 


.13 




Assist children in preparation 














for bed 


. 1.59 


^ 1 


.00 




.06 


• 


Tell or re^d stofies to 














, • children , ^ " ^ 


1,. 55 


1 


.00 


1 


.03 




Prepare baby formula- ' 


'1 . 37 


1 


.00 


1 


.06 


• 


N. C^re of Floral Ar^rangements and 


Plant-s^ * 













Water and care for 
^-'"^lants 

Ci,ean artifical flowers ' 
Wash or dust leaves of 
i'V ^V" ' plants 

Rearrange clean artificial 
.flowers rn container 



1.43 



2.77 2.28 
1-.61 

... 1.39 

. • 1.06 



hia {^luster based on rational judgment, 



Task Clrusters. 



1^ 



Mean Frequency Scones 
0(:c'U])at i QMS 



/ ' '' 


0) 






9 « 


x> 


Q> 






d \ . 

'(XT 




+-> 


x> 


X x> 




O 


•H 








< 


o\ < 


X) 










0' 


• +-> 


rH 


• 




+->- * 




Q> 




«)' 0^ 


if) . 




+-> 










O 








£ x: 




X 









V 




^ 'H 






c 






'H • 












0 V) 




X X 





.0.; Maintenance of^Qutside F^cildtieB 



a n/? 



Wash windows from. the ^ " ' 

outside V ' ''^^ ' i.34 

Sweej:> sidewalks 2.60' 
Sweep walk qx steps outside 

house ontra'ncbs ' . . 

Perform flag duties - ' 3.05 
Remove snow and<^;flobris 

from sidewalks / / 2.84^ 

gfj^lt and ^^and 'bidc!*walks 2.42' 
Mow' lawn ^ - ' 2.02 
Repl^icc "Srokt>n cjlass. 

windows , . 1.95 

Maintain- athletic fi(^lds 1,52 
Store playground and gym 

equipD[ient " '1.22 

Trim shrubbery . 1.17 

Clean -window "screen' 1.00 

Rake leaves * . y - 0.92 
Set up outside bleachers - ° 0.85 

Repair roof of building 0.76 

Apply fertilizer to I'awh ^0.64 

Water- outsid^. flowe r s . 9^ 

Remove screens or storm - ' ^ 
. ^yindows ^ 
install screen^s or sirorm 



windows 



1.00 



2.2^) " 



0.53 
0.29 , 



^This cluster based on rational 



ejit . 



'V 
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Task Clusters 



^ > 



Mean Frequency Scores 
Occupation 











c 








■H 








0 












:J 




u 


2 X 



0 ^ 



c 

"Si 

















•H 




^ 'H 


+-> 






C 






Q) 




•H • 












</) X 






0 0) 













Care ol> Isolation Units 

Wear special clothing to 
prevent infectious organisms 

. from entering or leaving 

isolation unit 
. CJLeah and disinfect the 
isolation unit 

Handle and dispose of con- 
taminated trash from 

-N isolation units 

Handle isolation, unit 
laundr3^' . " . . 

^ " 

Opei:ation and Maintenance of Power Equipment 



Check boiler unit 3.39 
-Make minor repairs on<^ 

- ''equipment ^ , 3.02 

'^Perform minor plumbiiig 

repairs ' 2.64 

,Perfofm minor repair on i 
* heating plant or - , 

auxiliaries 2.48- 

Operate incinerator 2.25 
' Oil*^and grease manual 

' equipment ^ 2.13 

Replace f^uj^ty faucet valyes 

and^washers- . 2.02 
Oil and grease boiler 

equ ipme n t^. * , / ' ' 2.01 

Perform minor electrical 

tiyiring • - r.99 

Repair power equipijaent s 1.88 

Perform minor'repairs on 

furnace. ' * ' - 1 . 87 
Clean ei^aust fan filters 'i;.65 
OlBan unii?^ver)tila,tors and 
air conditioning filters ' 1.05 

y: 

^ ^ : ' * 



2.02 
1.75 

1.40 
0.77 
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Task Clusters 



Mean Frequency Scores 
Occupat ion 



ERIC 



'I 



C 
0 

0) 

u 



R. Job Requirements' in Each Home^ 

w 

Look for task list at each 
! home 

Work around pets 

Ty.k to employer or fellow 

^mployee to learn recommended 

/ cleaning, procedures 

Talk to homeowner to learn 

* recommended cleaning 

procedures ' 
Establish favorable working 

climate with ,cM4dren who 
y^are present ij^rhe home - ^ 
Keep record^ of the amount 

of time spent at ''each 

household 

S. Preparation for Group Events'^ 



Wash chalkboards and clean 

erasers 
Remote gum from desks, ^ 

tables, and chairs 
Arrange furniture for classes 

or cohvent'4.ons 
Adjust seats and chairs 
Set up public address, 

systems \ 
Adjust? public address . 

systems - 
Ra4'^e "and lower desks 
Set up audio visual 
, equipmer^t ^ 
Maintain -^udio visual 

equipment ; 
Set up convention and smiles 

displays . ^ . ^-^ * V . 0.48 

Post signs Vor adv^r^frisin^.- \ 
Decorate rooms/ for s^ocial . . " 

. gathet-ih^s /'Ty^- / - V • - 0.29 



} « 



2.46 

2.38 

2.28 
1.75 

1.63 

1.32 
1.23 

0.-76 

0.62 



V 
6 < 

U rH 

X X 



<^^- 

^ X 
0 0) 
X X 



X V 

•H 

c 

'H • 

(/) 0^ 

u X 

Z, X 



V 

'-H • 

y) X 

0 0) 
X X 



r: . 
o 



2:88 

i.87' 



2.76 



2.56 



2.47 



2.29 



O 



'S , This cluster based pp '.rationa4' jtrdgmenfi. 



" it' 



165 



Task Clusters 



Mean Frequency Score's 
Occupation 





0) 




TJ 
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•H 




V 




0 








(n 




d 


E 0 


U 





0 ^ 















V ■ 




















0^ 




•H • 


T) 






•H 






'/) 


•H 


0 (fl 






X X 


(X 



Miscellaneous (non-clustered) Tasks 



Identify time, money, property, 

space and ability available 

to do the job ^ 
Operate within available 

family finances 
Provide companionship and 

compassion for adults 
Assist with mending- 
Guide and direct appropriate ; 

family members Ln> c'xssuming ^ 

various tasks 
ClG^n laiindry storage areas 
Receive complaints for repairs 

needed in rooms 
Organize storerooms 
Supervise night events.' 
Do routine painting* 
Clean elevators 
Check attendance at noon 

lunch hour ' . 
Collect fees at noon lunch • 
..ho^r . . 



3.33 
2.30 
1.78 
1.15 
0.58 

0,31 

0.16 



2.21 

2.62 

2.55 
2.00 

'\ 

1.72 



1.54 

1.19 

1.00 
1.23 



1.59 

1.19 

1.94 
1.19 



1.04 1.22 



1.62 1,83 



AW/ 
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AREAS CLSANE) BT HOSPITAL HOOSSPgPIMQ AIDES 



(Arrangad' In dasoflndlng enlar 
of Man fraquanoy aooras) 



ParfonMnoa Rata of Taaka 



Patlant rooM 
Pabllo bftthrooM 

Utility oloaat oontaininf olaanlng equipnant 
Loangaa 

Diaidiaal unit 
Off icia > 
Lobby 
Labor roam 
laolation unit 
Corrldora 
Nuraary 
Dalivary rooa 
Eaarganoy raoa 
X-Ray Tom 
Kitohan 
Lab 

ElaTatora 
Staira 

Opaniting raea 
Chi^l 
Pantry 



3.m 

3.18 
3.07^ 
3.07 
2.87 
2.58 
2.05 
1.99 
1.93 
1.88 
1.87 
1.76 
1.68 
1.66 

1.55 
1.46, 
1.46' 
1.33 
1.13 
.95 
.60: 



167 



AKSAS CLBAHED ET I^IDBNTIAL MUDS 



Task Cluat«r8 

Perf onMUAM R*t« of Tasks 



(Arrancsd in dssosndlng ordsr 
of wan fk^vsnoy scorvs) 



LiTlng roo« 3.61 

Dining rooa 3»59 

Bsdbraoa 3*^9 

Bathrooa • 3.56 

Fa«iayroo» ^ 3.5J 

HoM offios or dsn 3»*|* 

Stairway 3»^ 

Kitobsn >39 



fiatry way 
Laundry area 



Nursory 



3.28 
3.13 



Utility roo« ^ 3.12 



2.67 
2.6p 

Clossts 

Patio ^'93 
Brssssvay 

Scrwensd-in porch J»^J 
Qwrags , ^ 
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APPENDIX E: 



.ALTERNATIVE JOB 
TITLES BY OCCUPATIONS 



n 



ERIC 



1,69 



OCCUPATION OR JOB TITLES 

The titles that were reported by respondents resulted in a very 
varied list. These were grouped into major categories under each 
occupation and are shown in the following list. 

Ryecutive Housekeeper 

\ 

Rxecutivc housekeeper 
Supervising housekeeper 
Adijj^nist rative housekeeper 
Head housekeeper 
Housekeeper 
Maintenance director 

Custodian 
Custodian 

First class stationary engineer 
Building -abd grounds supervisor v. 

Maintenance supervisor ' ^ 

Plant superintendent 
Building engineer \ , 
Bailer operator 
nJanitor 

6 * 

Residential Maid * 

Residential maid 
Maid 

Housekeeper ' . 



Hospital Housekeeping Aide 
^ * 

Hospital housekeeping aide 
Hospital maid 

Specialized duties- 
Bedmaker , 

Surgical, housekeeper 
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